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CONSPECTUS 

Mah^tUm Gandhi biuuj^hl IrnJia iLic evcnt-^ 

fill dcilc Ih August J!I47^ iifiil bcfoit the (irsl year at 
Itiiiia^ jjidcpcndeiice uuuJtl be cumpkted, he had db' 
^ etriboclJed hhiisetl, HU ardtiotis ivtiik till diat date 

and bis sudden dUapi>eai'ance afimvards fiuLb a putal- 
ie! ill V'isvaniiera's arduous work whidr Led up to itie 
marriage Jjetweeu Rama and Shm and hh dj*ap|J<l!4i- 
a nee on liie very m%i d ay . We tJie stirt ivijrs in India 
and the new generation whicli U yet lo lie born have 
the sole responsibility til making our freedom really 
helpful to tbc per]3Ciual unLoldmcnt ol the periomliiy 
of every one IjeloiigiJig to liidiu. aL die vital. ineoutL 
and spiritual IcieK In die jiresent stage of human 
evnliidoji the integral unfold men t of [>ersonahty at 
all the diree levels has to depend essentially on menial 
etlort and intcilecLual giowtli. When die IntelleeLual 
grow'th cjI millions of adults has to be provided fur, we 
oIllicit help looking to the library as an u|i|jropriatc 
;tgenc.y. It behoves us* as the first generation oF die 
people of free India, to Jose no dme in adapting die 
library for this imponani social fuiietLon ol universal 
j>cr|x:tual self-edvicadon of one and alt ot the people 
mid in making a net-ivork of that agency Truly estab- 
1Uhe<l throughoul the length and breadtji of* our 
motherland. 

Proniotton of library sen ice and ibe establUh’ 
ment of a net-work of libraries in die sboriesit irossible 
time needs the ccMjperatioii of the Ubrary profession , 
ihc government and die public at large. Tliey^ have 
nil to agree upon the |HiT[K»e of Library semte, upon 
the means of promoting it and upon the suti'essive 
stages in I fie ari ion^io be taken ihercfor- 

Siiite years of suhjugadon and protected life have 
disabled us from diinking and acting vigorously arid 
^ from knowing our rights and duties, it ii ihe Covem- 
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mcm—particularly the wia? iiiicn ronsiitutiDj; die Tirst 
governineiiiii ot ilie Union of India and the tonslltU' 
enl -State—who shouhl take the initiative, Thants 
ti> the prior preparation of the jnihlic in sensing dteir 
lihraiy rights—a preparation done during the last 
twenty jiears by tlie Madras Lilrrary Associaticiii with¬ 
out respite—the Government of Madras has given a lead 
Iry [iiittitig a library act on its statute hook. It is 
iiujred Unit this esample of ^^adras and die ap[}eal 
made to the Union Government and the Covernmems 
of Bombay, Madhya Pradesh, Uttar Pradesh, the 
United States of Travail core and Cochin, and Kashmir 
svill not go ill vain and Ulat these governments too 
will provide for library service through legislation. 

It is, Uierefore, felt that it is time for the library 
profession to make its own contribution to the elfi- 
ciency of library service and die success of library 
movement, ft can make its best and full contribu¬ 
tion, to the point of enlisting the co-operation of the 
public at large, only alter die full contingent of the 
profession comes into being. But this is going to take 
some time. As it is usual iritli all new services, there 
is the initial wrong notion among die public, die Local 
Bodies, the Govern men ts and, alas, even in die uili- 
vetsjty rirclch whirb must know better, that .inybody 
can enliven a library—jiarticuhnly even those whose 
general ability is too far ticlow jrar to make their liv¬ 
ing elsewhere. 

1 hose who have a slightly greater awareness damn'' 
the cause by faintly conceding that subnonnal lieings 
can^ lie riggi^ up for library' service by a short course 
of instnirtion for two or three months. Those that 
«c more clearly concede that graduates witli. fuller 
training are necessary for library work, but fail to 
agree to provide die .status and' s^lary-scaic that will 
atiram and retain men of the right calibre in the 
creative and leading ranks of the library' profession. 

It will take some years before all these initial 
blunders w'oiild k- iivoitletl. Hut tlie nation's library* 
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wort cajijiot ivail liJl ihcn. It must go on. Indeed 
il Is its own going on in spite ol these ohiiark's whicJi 
will provide the necessary stimulus to the public to 
etmbJe them to remove the obstacles, h is in this 
vieiv that we have tertHicilct! outsejses to the idea 
that during die ne.M lew years lihrarltrs tvill have to 
he uorked either by socially miiuled iiitelligent men 
without training atiti/or by a lotver order ol iiicri 
without tile giit ol initiative Ijtit with some son ol 
a rapid inass-iiislruction lor about three uioritlis. riiis 
view led to the feeling that a special responsibiliiv 
attached ilstlf to the handful ol men of ifit- Jlbrarj 
profession, by whtnn onr socieiy had alieady ifone well 
in the matter of status aud salary. J hese arc pioneers. 
Tliey sfitJiiid conduct themselves as such. They shuuld 
not give themselves away .Stigriva like to private physicjil 
enjoyment or allow themselves to drift imo a life ol 
indoJentr, gossip and intrigue. Nor should they take 
arlvanrage of die fact that iJte pulilic do not know 
wiiat Mr vice to expect of libmrits. They should not 
organise thoir time ami life on the ;issu!ti|itmn that 
they have only to live to earn their assured annua! 
Jiicremenisj On the other hand lliev should |»or 
themselves into dieir u-ork, They shmihl practice the 
most severe form of work-chastity. !j js aj^o choir 
bounden dmv that the experience svhidi Jim fallen tn 
their sJtare should be formu!ated in the .form of books 
for (he^ guidance of the non profession a) ami ipiasi- 
profesional men who sviil bo manning most of the 
public libraries of the land ih the tie.\t few years. This 
hook is our oivn little contribution to the tlischaree 
of that resjKinsibtlity by the present-dav lihrarv tiro 
te&sioii of India, ' 

>■ 

ft muit l>e tiia^te dt^ar that this jreach-mc-ri&wii 
type of manua) is ju^^rlliahle! only m Uie transitory con- 
lex t describ^l We trtist that it will not 

the aiiihoritjcs to iiti^gine thac it c^n fonn the per 
mnneiit basis of library senrire. VVe appeal to the 
IxKal Ikidiei, Goveroments and Universities that they 
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j^iould [orUiwith take steps itj create a fuU coatin 
gent of a fully trained library ptolessiuii inaclc up oi 
able {jerwris. They should ti'ort on iJiU matter 
according to an agreed progratnnie so tJiat ul least by 
Lhe library proressitiu uill reach its lull strcnrttb 
of Lmooo. 

Such a large nutulier ol proiessitMtal iibraiium 
will be nece^ary Lo man the fully developed library- 
grid of India ivhidi is-ill cuo^bt of one .Natioml Cen¬ 
tra] Libiaiyi 24 iitate Central Libraries^ 521 Kural 
Central Libraries, J44 City Central Libraries, 5,tKJ<} 
Brandt Libraries, 14,IKIU Travelling Libraries^ calling 
at S,Ot),tMM) Delivery Stations, about 1,000 Busiiie!^^ 
Libraries, 30 University and Reseaidi Libr;iiles„ LtKJU 
College Libraries;, 321 District School Libraries and 
15,000 Sdiool Libraries. A variegated but ardcuLated 
chain of training instituttons tvill be necess^aiy to pro¬ 
vide the country with an army ol 1,20,000 proleBsional 
librarians of all die necessary standards. The top- 
group may have tq be LOIW strong, I hey must be 
the best of the isetsons whidi India can find; they 
must he |>t;ooits of a highly ititegriued |>crsDiialicy, 
rapable isf creative thonghi, leadej^hip, claring vision 
and abovt all, sEngle-mindcd devodon to their calling, 
30 iuch iiieii ^hotild be traiiie^l each yean "“rhey can¬ 
not be trained in isolation in the dilfereni constitu¬ 
ent States, W^isdons will He in the Union Goverti- 
ment maintaining in iui own Lbiiversity at Delhi an 
advnneed fTnton Cullege of Library Science to prt> 
diice tlie!je path-^Biukr^ and the goveroTnents of the 
comtttiieni States sending their clioscn men to thi'i 
College to get fitted up. These men should finish of! 
their training with a Doctorate in Library Science. 
These per^ns will bcconie die top-men of the National 
Central Library, the Lihinriana and the Deputy Lib- 
r^ians of the Stale Central fJbrarics, Chief Libra^ 
rians of Rural Central f.ibraries. City Central Ubra- 
ries of large sire aof! of University and apical Businai 
Libraries. 
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ilic.‘ grou]^, hhicU u’ill faiisi^i of itic Lib- 

niriiiiiii ol (bv ^maUer cities and die Heads of .Scciioiib 
in ilic Central Libraries of tfic Nation, States, the 
rural areas and the bigger chics and ol Business Lib¬ 
raries may has'c to be about 3,000 strong, riicsc must 
be able men. One hundred of them must be pm- 
diired each year. They must take an intensive jiost- 
/ graduate Degree Course ol tu'o years and earn the 

Master's Degree in Library .Scienre, India will need 
only line Dnion College of Library Science for tliia 
jmrpose. It ts biti appropriate that this college is die 
same as the one ivliich prepares ihc top-group and 
is liest left to the care of die University of Delhi. 

The third gronji will consist of about :>fl,0(K> ntcti 
who should be icained to work under direction in 

the various libraries, A one year post-graduate 

Dipjonm Course should prove stiffirient ior them, I'o 
produce 1.700 such inert each year, each of the 
Uttiversjties will have to maintain a College of IJb- 
^ rary Science, the teachers in .such colleges being 

rertuiiiMl frotn aniong dicse who have taken a Doc¬ 
torate in the Unton Allege of Lihrars' Science in the 
University of Delhi, The remaining ^,000 men will 
have to work in sers' small libraries. They may be 

men of ordinary ability. In fan it may lie necessary 

lor a long time to be satisfied if they are able to do 
their work w’ith the aid of a manual after beii:g initiate 
J. ed tnio its ase and into a proper library oiidook in a 

rapid three months* course conducted in each consii- 
itient State. 

Our book entitled Srttonl anti roUrge libraries 
constitute a manual of this nature for tliese ordiijary 
w’orkers in academic Itbraries. It is our intention to 
wrriic a similar manual for svorkers tn business liliraries. 
The present book entitled Libritry maniml is mainly 
turned on the ordinary ivorkcrs of small genera] libra- 
ries—the so-railed puliltc libraries. 

Tlie first chapter, however, is turned also on 
members of Librarj- Committees. Local Bodies, and 
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the public dLi large, in ciruriciDtes the Five ol 

Library Sticiice aiKl delivers frciiii them ii^ :i rapid 
manner I be outlook hIiicIi must diaratltrise mtjdern 
Iibmrie^^ Thh chsijUer icprixlutci in a short com* 
p:i?is, t!ie substance oi our Ija^ic book Five hwi of 
tihrary science^ 

'Fhe scfoi'it! t bap ter cx|iaiuU uifjic luISy die vital 
^vork in a libra ty called Re fere nee Sen'icc^'. Et deals 
widi ilic uUhmir purpose q! tlic libnnry, namely help 
in^^ every reader to get his lKH>k and every bcxik ii:s 
reader in a most |3erstina1 and pleasurable way witli 
I he least waste oE time. Tilts h a very bn el suniniary 
oT the first volume oE our Iteferenre .nemire and 
bibU&gfiiphy. 

The third cJiapter gives greater details as it is 
devoTcd to tlie daily rotiiJiie of circulating hooks for 
£tudy. It reproduces a large portion of chapter b of 
oitr Library adniimUration. 

Chapter 5 U devoted to Jilirary classirKatton. it 
die other diaptet^ of die Liiimry itdmininiratinn. It 
gives a lirieE account of the work conneacd with 
lx>ok-5clection^ book-ordering, periodicals section work, 
accession ingt maintenance work^ accounts, and fdes. 

Chapter S is devoted to library claissificationH It 
gives ready-made class nunihers for the subjects which 
are likely to figure in the cotkrtinns of small public 
lilirarics. The class ntttnberi huve been c^?nsb^ucted 
in accordance ivilh borJl the Colon etmAifimfion and 
the Derijm} 

Oiapter 6 is on library catalogue, tt shosvs cata* 
Ingoing technique by a lew concrete examples and 
alsg TcpnMJuces some of the fundament a! rules given 
in our Classified calaiogve code. 

Chapter 7 is on library hiiildiug and materials for 
office use, 

t:f]:ipter 8 is a glosikii’v of libraiy terms sviih 
Samkrit equivalents^ 

This English edition may be used as the basis for 
iratiAlntion or Eree rendering into the important 
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regionaJ languages of India. I'lianks to xUiiiiatJiui 
Gandhi> it has now l>eeii realised h(>w loalisJi jl has 
been on our part to use a foreign language as the 
medium lor lluttking among the dasses and for div 
seiniiiation of knowledge among the masses. The use 
of foreign Jafiguage has crippled our languages and 
they are viitliout a proj^er terminology for most aj ihe 
current ideas that Jiave taken shape during iJie last 
one hundred yearsn And l.ihrary Science h practically 
a creaunn of this periiid. Mr. Murari Lai Xagar and 
ourselves are now engaged m ^rorkmg out a means by 
which all the Indian Languages may ai least begin 
tvith a consLsteiu library terminology. In fact as one 
oi the mcansp our fundamental books are all being 
translated in the form of Sanskrit sutras fined with 
vartikas in Sanskrit and commentaries in Hindi. Tbfc 
will emhf>dy a standard terminology. The glossary in 
chapter S gives the Sanskrit terms adopted provision¬ 
ally till now. We call them provisional since there 
can be no Hnaliiy in the matter and certainly it can 
not be reached in the first attempt. IF die translators 
could use terms of their own languages which arc 
cognate to these Sanskrit termSp they will be helping 
the lormation of a uniform library terminology for all 
the libraries of India. Oisrussion of the glossary ot 
terms either in the pag^ of the Ahgila or by corres¬ 
pondence is solicited. In this matterp the Canons of 
Terminojt^ given in V. 1 of the .-Ifrgrifl may be borne 
iri mind. 

Applicattons for translating this book may Ijc 
made to the Indian Lihmry .Association. 



CHAPTER 1 
Laws of Library Science 


t o uttdersLniiiJ ilic wflrk in ii Iibrar)' ami lo do it 
properly^ it k ii^ce.^ssir)' lo know ar.il rememixfr the 
purpose of it libraryL A Uhmiry is a social <sr[^anisaliort 
charged ^rith tiie ivork of providing mspirationp infor¬ 
mation and recreatjon ihroiigh books^ Books diem- 
selves are the carriers of thoughi—iliought of die 
thinkers of the past and the present- U is helpful to 
compare a book wath a human being. It st ^ub 
a subtle body and a gre^ body* 'Hnijse :ine respec" 
tively the thought-cooietiip die language and the stylep 
and the paper and die prim and the cover. A htHtk 
is thus embodied-tliought. It is ihought iransrornicd 
into a portable niaterial—veiy much like dry cells for 
electricity. A library is a poiver-staiion with a hatteiy 
of these dry relk. To fulfd itself, theicfore+ the 
library' should help tiie re-ttntisfonfnaiiqii nf hoots 
into thought. Library' work is the siiin-tota! of M. the 
work needed to help such a re transrormation. 

In the Fiw lotwj of librnry sdettfr (19S1), we hav'e 
shown the spirit in svhich diis re-transformation should 
lie made, Thai spirit is emlKidied in the follouHng 
Pive Laws:— 

1, Books are for use. 

2- Every reader his hook. 

3r Every hcunk its rcader. 

A. Save the time of the reader. 

5. Library is a growing organism. 

Our revered friend, the late AfahaniahopadJiyaj'j 
ProL S. fCuppuswaml Sasiriar clothed these five laws 
in Sanskrit verse. Here is its latest version 
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jpiqt ^ tl 

^^^: ^ 15^1 ( 515 ^^ ^ 1 

SREI^II 

II The First Law 
niew Lam'S help us to make certain uilercnccs 
irtim them- From the First Lutr we have to itilcr Uiat 
a lihrury should acijuire, oigaiiise iiritl keep books not 
for ortiamcnlal purposes, not as a iiiuseiim, but to he 
read anfl understood and acted uixin by people. Tliis 
means mat a publie library should not waste its 
money on l»ottk-ciirios and l>ooks which ate cosity on. 
aeroiint of their rarity. This responsibility should 
be left to NationnI and Stale Central Librari«. 
Again, the appearance of the books shoultl insiie 
people to pick them tip. T he size, the shape and the 
style ol printing .should niakc a hook easy to handle 
and pleasant to read. Tliis means that a public 
Itbraf)' should choose its books m'iih care and keep 
them clean and in good repair. Worn-out and out* 
of-daic 1 looks should be dLscarded ivithcmi hesitation. 
Copies of them will he av^liable for furastonal or 
antiquarian use in the National and State Central 
Libraries. 

12 The Second Law 

The .Second Liw' indicates what luKtks a library 
.should buy. Ji shows that the library should itifonn 
irself of the interests ol its clientele. A Ihiblic Library 
should provide hooks on the occiipations and in the 
field of interest of the pco[iIe of ihe locality. If it is 
a Scliool Library, it should collect Imoks not only 
lie.irmg on the eurricutum of smdEes. Itiit also on all 
conceivable arts and crarw. sciences and histories, and 
fnoj^aphies and travels, since titc curicwiiy nf children 
know's no hounds. Both in Public and .^honl Libra¬ 
ries there should lie not only the Jilxivc-men tinned 
informative Iwnks but also light lit era I tire for relaxa¬ 
tion w'ithoui the harmful effects tvhich other forms 
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ol relaxaiioii. like card-play, produce. There should 
, also be profound books which will rouse up and 
satisfy the urge for iuoer life and turn (he mind 
towards whatsoever is ekvatesl, ■ etiHghtcning and 
sublime- Ihe Second Law shows also that I he subtle 
Ixjdy of the Irooks. the language and the style, should 
be soDitieiiily varied, 'rhe library should have books 
u'hich can he understood by the most learned as * 

tvell as the least learned, by the mature old 
men as well as the immature diild, and by all else in 
the intermediate stages. The Second Law has some^ 
thing to say altout the physical body, too. ot the books, 
ft should acquire for the children, for example, bonks 
in large type and large paper- 

12 The Third Law 

When we turn to the Third Law. we find it evett 
more exacting. It declares, as it were, that the destiny ^ 

of a hook is the readers liand. We can infer much 
from this I.aw if we remember that a book is inert; it 
cannot of its own arcortl leap into the hands of its 
readers, nor has it a voice audible to them. It 
dejtcnds solely on the librarian either to take it to its 
readers or to bring its readers to it. Every bonk, lae 
it remcmltcred. which is obliged to be confined to die 
shelves of the library* for days and days, will cast a , 

curse on tlie librarian if it is not found a reader. To s, 

escape it, die librarian should go out amidst j>eople, 
canvassing for readers. He should bring to the notice 
of probable readers the arrival of new books and the 
existence ol old negiccied Imoks, from time to time. 

He may do so either by circulating a library bulletin 
(either in manuscripi or typed or printed according to 
the means of the library) or through the columns ol 
local newspapers or by annotmeemcnis in public 
gathering. He should also bring the service of the 
library in a general way to the liotirc of the jieople by 
judicious announcements in newspapers, liy addrev 
sing public meetings, hy the distriburion of handbills 
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and by vbils to work>liy|Jir educational instiluiions. 
flubs anti even individual homes. In other words, he 
shuitld eirijiloy every form of puLliciiy to allract prople 
to the Itbraxy, He should not rest on his oars until he 
is satisJictl Uiat every person of the locality has become a 
reguhtr visitor of the library. This means, in effect, ihai 
he must be ever alert in his publicity viork/flotiks arc 
artificial entiiita. People do not take to books easily.. 
It taltes years aini years to maLc a community read 
books adequately. 1-or esam|jlc. in a llritisli lonn 
railed Croydon, Its public library has been iti esistence 
for more than fifty years. It Is being worked very dhcicin- 
Jy and die people of Croydon are all liieratc, .\n(l 
yet that library has succeeded in all its fdty years in 
enlisting only GO per cent ol the ]:jeople ns its regular 
visitors. Remember that it is a free library, riiere Is no 
need evm to make a deposit of caution money. There 
has been no end of publicity acilvities. And yei 
*foriy per cent of the people arc still to Im* brongh. 
to the [ibraiy. This should warn titc liliraiians of 
Intlia. More than that, h should warn ihc- library au¬ 
thorities of India. Out people arc now mostly illiterate. 
Even those that are literate have little nf reading 
habit. Neither at srhool, nor at ofEcc. nor at home 
have they licen accustomed to itiin to liwks for in- 
lomiation, recreation or inspiration. Nor Have they had 
a chanre to see oilier people doing so, as ihc people 
of Croydon have had. Moreover, the tiooks produced 
in India to-day are not half as attractive as the Ixwts 
produced in Engl a ml. Again, we do not yet have 
Iwvks ott all the arcs and craft-s, nor hooks cm curreut 
thought in siiflicicni numlter anil variety lu pull the 
people towards oiir libraries, as the library at CreJy- 
don <loes. All this shows the gTc.it handicap which 
prevent.s oiir people from taking to books ivithout 
pursnation and publicity. Let not our .\uthorities 
or our librarians hclwjve that their dniy ends by 
putting up a library building anti filling it.s .shelves 
with books. l.et them not blame otir people as un* 
mindru! of books, if they do not come m the lifjrary 
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of their own accord. The fauli should be traced not 
to the people, but to the librarians and the Library 
.^utlioriiiesi. It b their duty to do every thing neces¬ 
sary to get readeri for every book, and for this pur¬ 
pose to attract every body to the library by every 
available means of publidty. It will take years to 
succeed in thb work. Patience, persistence and faith 
are necessary. In short, the Third Law calls for jwr- 
sisteni, pleasant and proiluctive public relation to be 
maintained. 

14 The Fourth Law 

[f the Third Law enjoins on die library autho¬ 
rities and the librarians the sacred duty of making 
all the people of die locality visit the library in order 
to increase the chance for every lio«k to get its 
readers, the Foiirih Law etijoins cveit a more sacred 
duly which Is to retain die custom of those who come 
to the library at least once. TJieir cuaioni ran Iw* 
retained only if each reader will be attended to and 
given satisfaction by attending to his requirements exact¬ 
ly. expeditiously and individually. The time of the 
reader must be saved if the psychological tempo, necesr 
sary to make them come again and again to the library, 
is to be preserved. To do this, the Library Aiiiho 
lilies should provide an adequate number of refer¬ 
ence Itlirariatis. .V reference librarian should with a 
cheerful fate welcome and receive every visitor to 
the library. He should, in a friendly and pleasant 
way, help each visitor to enunciate Im reading re* 
quirements—the exact information he seeks or the 
knowledge he wants or the particular emotional appeal 
that can soothe hira. He should put him alongside 
tlic lionfcs and the periodicals which can meet his re- 
quirements. He should indeed work with ihe reader 
in his hunt for information. 

141 RrbfbivNce LiBRAanfs 

To do this elTectivcly the Reference Librarian 
should have many qualilicattons: He must have an 
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urge for social service; lie must love humanity; he 
luiist have Ciiitli in tlic ability of books to help hu¬ 
manity; he should also have a bro^d actjuaintMiiLe 
with eveiy secUoii oE the field of knowledge; lie must 
have a fairly intijiiate knowledge of the collection o[ 
his library; and he must be Oioroughly Eannliar with 
tile arrangement of tlie books on the slicives and ilu- 
iiiLi icaries of the librarj^ cauiloguc. 111 is niake^ us 
see the de|jendence of the eHidency of refcreitre ser¬ 
vice on helpful shelf-arratigement of books and a well 
pre^jared library catalogue^ 

14j SuBjscnvK Ttwu 

\The preservation of the psychological tempo ol 
the reader needs tiuL only saving of his time by 
prompt personal service but also the avoidance ■^ol 
any uiouient whatever when he would be obliged to 
wait in idleness or in a state of boredotn. In other 
wordsp the Fotirih Law insists that the saving ol die 
subjective time of the reader ts even more important 
than that of objective tiracj Let me illustiaie. Yeur^ 
agOf one of us was studying the working of the 
central Ubraiy of the City of Glasgow. It was found 
that the application slip for every book was stampcc 
with a ttmewpiece tvhich had its dial and die minute 
and hour bands in rubber. The lime-piece h;td to be 
banged with force on every application slip. One can 
imagine how' short-lived the timc-piece would have 
been and how much money that lihrary^ should have 
been spending on the purchase and fretjuent replacing 
of this sperial make of time-piece* The librarian was 
asked why they were indulging in this expensive 
luxury'. The following scene Avhich was witnessed some 
time later demonstrated that it was not 3 luxury but 
a necessity to presence the psychological tempo of the 
reader by making him see the illusion which his .sulv 
jective sense of time had produced in him. He as¬ 
serted tJiat he had "^vaited for ages'" to get hb book; 
he ivas fret ting ^nd fuming; he was stvearitig that he 
would not any more come to that library as it was 
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\v;isuiig liiti lime. The Librarkn approached him and 
ai^ked genily how long he had waiitd. He said he had 
wailed la least for a quarier of an hour. The 
book aiTivcd. I'he reader was asked to uole the time 
of Jiis receiving ihe book and he was told lie had wait¬ 
ed only for five miiiiites. do you know?” he 

abked, and said, know 1 have waited for more diaii 
fifteen minutes'’. He ivas shown the rubber sump of 
the face of the time^piece on hi^ application slip. This 
eotivinced him dial he w^as under an ilLnsion ciuseti by 
^vaiting in idleness and he j^romised to continue to be 
a patron of ihe library, 

143 Objective Time 

Ju iiioderu library pntetiret the illusion about sub- 
jet live time k eliiniiuiied absolutely and die objective 
lime iilso Is saved consitlerably by two new devites^ 
One device is called "open access"^ It coiuists of allow 
ing each reader to walk iiUo the stacL-rooui, tu walk 
up to the hoot-^hcJveSp and 10 handle any book lie likes 
w4di as little hintbance as he toiild in the case of his 
private collection at home. The secomil device is cab 
it'd *'rickcunethutr" of issuing books, in this mediodr 
the reader need not sptnd time in writing out an ap 
plirj Li^iii lor the book he desires to hot row 01 ju wan¬ 
ing for the issue clerk to write the name of the book 
or his nameJAs the first device, n open access^ makes 
the reader busy till he picks out his book, there is no 
illusion of time being wasted i. e. ihere ts no waste ot 
suhjeciivc time and wastage of olijet live time is reduiiei^ 
to very ne«i /em by tlie licket niethotf of issue, ^ This 
system is descriljed in fhapter 3. 

H31 SaftNgnards for Open Access 

To give open access it is neceisary that sale-guard 
should be providcti in the iibmry building and m fit¬ 
tings. All eiitranre and esit should lie iit one and only 
one point—the point where the issue counter of the 
library^ is located. The entrance and ihc exit should 
further be through a lum-siilc which is courrolled by 
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a apcr^icd by ibe loot ot ihe suli-membcr in¬ 

side ilie counter ettcltBiire, Thus it should not be pos¬ 
sible lor any person either to cnicv or to leave the 
librury building except with the tnou'ledgp of the 
counter assisiant. He sJioukl tint allow die reader to 
pass througli the turn-stile without vigilantly w-alth- 
ing the reader and detecting any book or any other 
reading material which the reader might be carrying 
w'Lth him either uiiuottsctously or widi a ctiniinal 
motive,^ Moreover all otlicr w-indotvs, doors and other 
opcniirji^ in the library should l>e protccK^ by weld- 
mesh shutters which will prevent titiauthorised passing 
ol books through them. *Thiis open access means aUo- 
lute Ireedoiu within the library and complete control 
at the point of entrance and exit. The reltrence libra- 
riaits who an* on floor-duty in the stack-room to help 
contact between readers and books shouhl also exercise 
sufBcieiii vigilance to mittimisc die temptation to mal¬ 
practice w'hich the freedom in die open-accea library 
may induce in readers, ,-\s much as Ironi this vigilance, 
the dissuaU'on of the readers from mal.pratiicc may 
also result from the dieerful. kind and cver-avaitable 
help given by the reference librarian and the conse¬ 
quent development of a sense of os»-ner3Jii]i and loyal¬ 
ty in readers. I 

1^4 CUSStPlEli AHRSSGKMK2.T OF 
To minimise the expenditure of the objective time 
of the reader in an “o|Jcn access'* library, it is necessary 
that the liooks should be arranged in a helpful order. 
The liooks in a specific subject should be grouped to- 
gedier and the groups in the dilfereiii specific subjects— 
and for tbh purpose die specific subject theinsdves— 
should follow one another in a Bliatoiy order. Sucli 
I an arrangement of specific subjects, the helpful arratige- 
ment of die books in a subject among themselves and 
the determination of the specific subject iUcU, form an 
inqKirtant branch of libra^ science. It is railed Lib¬ 
rary classification. In library classification each 
book is given a unique ordinal number, called 
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iU Call iSumbcf. The Call Number consists ul 
tss'o pails: tlic Class Number and the Book Nuim 
Iwr. For c^ampie, tlic Call Numljcr of this buok is 22 JL 
ft IS j^iv'cn at the back, of iu title 
Class Number ami it lueaus "Work in a public libr¬ 
ary.'' ‘fl* is the Book Nuniliei' and it means the 

year of publication of the iiook, The Class Nutiiber is a 
tramlation of the name of the s^iecific subject of tlu' 
bonk, 111 id the Book Numljer, cjf some othei ol its fea¬ 
tures, into ordinal numljer. SurJi mi artficial langu¬ 
age ol ordinal nuiuljers has to be nsetf. It is called a 
Cla.ssirii-ation Sdieme. W'e may also caff it a Ciassi- 
ficatory Language, nlle following is a list of the 
knowTi published schemes of calassification. • 



Numc 

Year of 
IntrcDtigib 


Cojmtiy 

Decimal Clauific^tioti 

iSjfi 

Mclvll 

U.S-iL 

CJwificatloD 

tS^t 

C. A. Cutter 

U.S.A- 

Congress Cluaaificatlau 


Ijlbfnty of 


Subject CJaMlFImtiaa 


Cotignia 


190 A 

J. D. 


Colon Cla^dKlcetlou 

1513 

It. Ka'ogft- 

inm 

BibLiogro^k 

Ctwin cation 

uBtlma 


mu 

H. E. Bliss 



145 CoLOS: Cl-ASSt FI CATION 
*0[ tlicae die Colon CLassilication was invented in 
India. It is naturally very .strong wUirre the other 
schemes fail vii. in classifying indology Le. subjects like 
Ayun-fda, Siddha medicine, Vedic religion, Indian 
linguistics, Hinduism, Jainism, Buddliism and Indian 
philosophy, geography, history, economics and law. 
Moreover, it h^ more elements of universal appUcabi- 
lity dian any other scheme. It can handle non-Indian 
cuitiire and books with the sauic thoroughness w'ith 
which it handles Indian culture and books- It can 
also handle future knovrledge with as mudi ease as it 
can handle past and present knowledge. This is a 
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feiiture in whiib b excels the other ftchenics* In fail 
in the words nf 4 British librarian, "every nevr subject 
brings its own Colon Niimljci in its pocket'VTlie djciion- 
ary tor trnitslatiit); the iiiiiHCi of Sjwcific subjects iiUo 
Colon Numltcr will be pven in Chapter 6, ' 

1451 Effect of Classified Amin^inent 

A ivell'Clossifietl arrangement oJ books trill not only 
sare the time of ilie leaticr and satisfy the f'ourtb Law 
but will also increase the use of books, i* e- saiisiy the 
First Law il adetpiaie guides are provitled—gangway 
guides showing wtiai Isooks are in ibe hays oi tne lKK»k- 
nick facing the gaiigtray concerned: hay guides annr/unc- 
iiig w'bat specific suhjecLs will Iw louiid in ilte bay con- 
cenicth and sheJf-guides poitiiiiig out the specific subjects 
10 which the books in the shelf concerned liclong. These 
guides Wfill give the name of the specific subjects jn the 
natural language currcni in (be library and also men¬ 
tion their iranshtion into the artificial language of or¬ 
dinal numbers. Further, the back of each book will have 
a lag which gis'es its Gall Number, Such a priiftision of 
helpful guides will be a means of education for a reader 
who walks alongside the hook-shelves in the stack-mom 
and will help Ui increase the use of books. Further, as 
the classification scheme throws together all the books 
on a specific subject, and arranges the sped Be subjects 
themselves in a helpful order which respects their fifia- 
tion to one another, the Secotitl Law also will be satis¬ 
fied i. e. every reader wTlI have a good chance to find 
his book. For example, a reader who seeks inrarmation. 
sav. on Taxation, will find aM the Imoks on Taxation 
together. To die left will come the Imoks on Public 
Finance which will have chapters on Taxaiioii, To 
'heir left will ctme the hooks on Money ami Currency, 
Further to the left tvill come the general Ijooks on 
econotnirs svliicb ton will contain cbapim nn Taxation, 
f^n the svay to these shelves, he would have passed 
through those whirh contain hooks on ITistorv which b“- 
may rcijuite for back-ground suidv. To the rittlit of the 
lufots on Taxation will come books on specific taxes 
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ar^il iJieti those ou liuuiante, and the l ariil on Ltidivi- 
dital commodities- Such a display ot boob tvill uot 
tmly help every reader to find his book ivithout ioss oI 
time but .also increase the chance for every book to hnd 
ns reader. 


14ft blFKAnv CATAIJDtltTE 

f ;\s itnjwrtaiit as library classification is the library 
catalogue in ruirilling the Laws ol Library Science. It 
cat! be and ought to he so coiisiructed as to further the 
use ol books, help every reader to find his book, help 
ever} boiik to find its reader and save the time of the 
reader! A reader may remeiiiber a boot through the 
name ol its auihot. series, or any coilalxiraior with the 
author sudi ;« .-ditor, translator and romiuenlaior or 
through m siibjeci. TIiL means that the catalogue should 
enter each honk under several names—such as those of 
author, senes. Editor, translator, commentator and sped- 

fic suljjttt—111 so far as they exisl for it. All these names 

will ^,na natiira language, the favxmred languageof 
■he library. Tliercfoiie. ihc entries wliich begin with ^di 
names or headings; as rhey are railed, wiU Jiavc to be 

Jjy f,eading?s Usuafly 

entries of this kind are lielieved 10 exhaust libmry 

2 ih. i ratalogue. No 

doiilu this half IS necessary. But it i, not sufficient. It 

may he caJted -he Alphabetical Part of the catalogue 
h J^ arTanml alphabetically. The oXr 

h^f wdl consist ol entries which begin ivith class hiim- 
hm r. e [he names of sperific subjects expressed as nr- 
dihal numbers 1. c. m the aTtificial rlassifiratorv langii- 

' Earirl m'milers instead of the natural Lingua^ 

Ejfli hofik Will gel one such enlv to represent fb mJn 
s])cc-Jipiih|crt and as many oilier such ^entries as there 
are sitfisidiarv spenfic subjects orciirrinff in ir The for 
mer entn^ ,s called ihe ^rain Entn^ of the b 2 k m t he 
fatter aie railed Cross Referenre Entries tZ.T 
railed Subject Analvticah. 

arranged hv the call niimherv with uhich thev 
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This is dierelurc c^Lletl tiie Classified Part ol llie cata- 
logue. I'his serves a much deei^er And stibtlcr purpose 
the alpb;^b£Lica ,1 pnrt. 

It Uie reader's k for :i [xirtitular boob by u 

panicuhr auiJior or m a particular series, the alphabe- 
iJcal pan is sulficieiit by ksell to satisly his wi\ni. Hue 
il it js iiuei'esii in a ^utijerr by ilseJf that takes him Ut 
the library, his wants will l>e better served if the taialo- 
gue can spread before him a lull, connected, paiioninm 
of aU the materials on his specihe stibieii. all its sub- 
tlivisions and all broadiT subjects of which it is itself 
a subdivifion, Moreover, few readers are able to iiaira^ 
their s(>e<irur subjects exacily, Jr is broatlcr or a nar- 
ro^ver sijb|eci that is usually thought of or mentioned 
or looked up in tJie catalogue. However wide of the 
mark the subject uieiiiioiied by the reader the CAass 
Index. Kntrv iti the alphalietictl jjart dirciu him m 
look-up the enu-ies in the classified |>art under the cla^^i 
number representing it. 

The function of the number is exhausted a$ soon as 
the reader eniens the region indicated by it. There- 
after tJie nnnilters do not ^-M:ctlpy his thought or dis- 
tract him. His nirnd is fully occujiled with the helpful 
filtaiory ivay in which the names of his books follow 
one after another. He k delighied. This delight is at 
bottom tine tr> the satisfarfiort of unexpressed ivanis and 
to Retting of something which he did not know'^ hoiv tn 
ask for. Tilts represents a deeper fnnrtion to he per¬ 
formed hv the liHmry catalogue 

It is ihe dutv of the hhrars' 10 meet such iinexpr^SyS- 
Cfl wrtntfi. pariicnlnrlv tn-raiise :ur erdiiian- rearer docs 
not know hoss- to give shape to them and state 
them. 

It is only a raial-ogue w-dth two such parts that can 
help e^"cn' reader to Bod his books without waste of 
lime. A brief account of the method of construction 
of such a catalc^ie ivill Ise fmirid in Chapier 
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ihe Fiiurtli L;iw tuniaim aisotlier impiicati™. 

We have seen sio tar tiiat in order to save tlie time jI 
the reader, ilit library staif should find time to attend 
to eadi reader individually* This ituplies not only 
more suiH than easily seen to be necessary by library 
auihDikies bin also saving the time ol tlie stafE iisell 
in getting dirough the routine -work involved in the * 

adnijiiisiradon of the library^ wliich, by the hye> should 
never lie a i lowed to ;ueuniidate into arrears. To sa\ie 
the time of roudne* lull advantage must be taken of 
siaiiikirdisaiion and simplification of materials, s|>eciri- 
cations and pracedures* This is briefly indicated in 
chapter 4. Full details can be found in «iir Library 
TIte rard system of records and the 
vyi^teiii af verLical filing may well be ttaimed as cortErj- 
hiiiiniH nf the librnn^ profession to the other professions 
and trades. These s-ystems svere evolved under the 
pressure of ihe Fotirth I^aw, 

14 R C^XTItATJS ATrox 

Centrali^'ilion of Impersonal processes like classJfi- 
tation and cataloguing is another suggestion of the 
Fourth Laiv to release more o( the staff of a library for 
the human ami personal purpoiie of Reference Service, 
it pleads: “Wiiat h it that Is gained hy copies of die 
self-same lK>ok betng rlassified and catahigucd by a 
thousand dilfereni jjersfiJi£ in a thousand different libm- f 
ries in the land ? Will not Ehe same result of elassifi- 
ration and catalognirtg be achieved tvith greater tmr 
foriTtltv and consintenev' if cacli liook is da'^ifietl at the 
Sialr or the Vaiional Ceniral Lihrrtn,', as rhe case may 
lie. and its citalngue rards jiritiied with the rail num- 
lieiii by the same central body anil supplied to each of 
ihr ihou^rul libraries? For every thousand books 
added to a libravy m a year, such a centralisation will 
release one member of the librarv^ stall and the library 
can get a better return for his time hv turning him on 
to leferenre service, Tn rotintrte^ ivhh long-established 
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libiaries—in countries where each library liad b«n 
artustoiued to do iti own dla«ifiGiiion and |atalpgmng 
l*elorc the liahii ol sccini' ihLngs Imm the 
poiiil ot national economy m die light oi lea^n 
uncolourcd by sen tune, u-local 

introdottion ol (tiilralisatnm ot this sort Hut Int^ 
should take advaiiiage ol her starting library service 
virttially Ironi scratch in this late hotu' when raiioital 
planning with the nation as the nmt has come mio 
uv-tie. It should siraightwuy coimiiEnce wiA central 
ised classilimtioii and caialoguitig, Ut not her libra* 
riaiis be contused by the niLsglvings of counitics lehich 
have lirirted into their prcseiii library |jositiou. which, 
advanced though it be in many Fuspem. Im to allow 
many wasielul iiracticcs to cotilmue. as J 

emicnrhed themselves liehmd pr^tige 
T Carter Head of the Libraries Section F the I ^tsucj. 
for esampic. endoi^ my view with these wards: I 
am impressed by vour remark that it is too late now lor 
Indhi to develop its library services m a casual and 
frt/wTE fnrre manner*-you mnst joiiip several stejis ami 
bv so doitig, it is quite possihle that you will yomp 
ahead of countries sshose devclojinieiii has been 

gradual". 

15 The Fifth Law 

f The FiW) Law is tlilfercnt in its nature Irqm the 
other Laws. It acts olten as a coiTCctiye to the 
to ubich the other Lasss may otherwise Itrad. I t d.^s 
not view us a whole dtclE'nby in a library-^thc rcad^^, 
the hook and the stag-:-as the other Larnt do. »No 
doubt it is concerrecTwiih the growth of each of these 
scvcrallv and of the rcFmussions oi die growth of one 
upon liiat of another. Before we examine these, .we 
have- to recognise at the outset that organic growth can 
lie of two fciwfe^growth as in the body of a child and 
eTomh as in ihe Ixidy of an adult. M the body of a 
rhild grt>ws steadily in height and weight, so a newly 
started libiwrv grow's steadily in the niimljcr of its 
readers, books and staff. Even as there is, however, an 
iipiwr limit to the height and weight of the body or 
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person, ua upper unit ciin' be envisaged to the nutuber 
of readers, bwks and statl of uiusi librai'ies—unc excep* 
lion twing die National Central Libraiy. 

151 Toudlbr SrAG£ 

In ludia luHlay we have iiu library yci ol the Utird 
class which grows for ever in siae. Nor have we many 
libraries o( the second class having already reached 
adtihhood. Moat of the feiv libraries which we now 
have arc in the toddler stage and die inajority of them 
are yet to lx* bom* Most of the jrresciu generation of 
h'bniry workers will Inive, therefore, to spend their lile- 
tmie with libraries that grow in the first sense U, grow 
in the number of readers, books and slajf. We our¬ 
selves have spent our life-time in this way. 

152 Growth ln Number oi' Reauers 

V\'e may start wiiJi saying that the growth oE a lib¬ 
rary has really to stem from growth in the number of 
readers* This is what Lite first and the Third Laws 
indicate* The htsi charge on tfie thought and tim^ of 
the librarians of the present generation in India should 
be |iersuasion of the publir to use die library. • Since 
85 jier cent of the pwoplc are illiterate, offer must be 
made to read out and expound bcx^cs to the illiterate 
and to co-operate with every local organisation engaged 
in the liiiuidation of illiteracy. This will be a tran* 
tory phase of the work of our libraries lor nearly r 
generau'on. 

But even assuming that literacy is universai, it will 
take several years for a library to reach the stage of 
adult growth. This is what experience in the Wki has 
shown. Even in cides which have had compuhory 
ttiuciition and 3 weli-condiicied lilmirv system' for 
nearly 75 years, the pi^ceniage of the population which 
has {>e^n to use public libraries lias not yet reached 30. 
Assuming that 30 per cent of a community will always 
be unfit to use a fibrarv on account of age or other 
% handicaps, it can be seen that of those that can 
use the library are still slaying out* This shows that 
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the- iiJjfiuiaiii ol diose diits have noi yet readied 
aduU-itiagc oi gioivdi in respect ul the number of 
leaders, I he siiijation is luuch worse witJi rural Ub- 
raty miems. Thus, most ol the libraries ol today are 
ill the piiase ol diild-growlb. ITiis lias many unplj- 
ca t ions. 

153 llaOWIH IS Bl/tLDIMl 
i he numbtfi ot reitdera must be expected lo go on 
grutvtng sieaddy tiiougii slowly. 1 he volumes iii stock 
also must, therefore, be imtk to grow', in a correspund- 
ing lueasuft, liutli in number and in variety of subject 
nnftto; Tlie sialf too will have to be increased to keep 
pdu; with tilt increase in readers and stocks- The 
especied growlli in the three nieniSiei> of ihe iiiiiUy 
rottning a library must be borne rn mind in die design 
oi the library bnilding. When we build a house for 
our diildren. we don’t get its height and area deter- 
minded by the stature ol the infants. I'Ve build them 
as rhev would require them when they would be grown 
up and obligjed to live with dieir own family and 
friends, in designing a library building too, the re- 
riuLremetits ol Uie aduk stage must be bopie in mind, 
'i’he lay-out at lc.isi must be made accordingly, though 
It may Ikf progiaiumfLl to tomplcte the building in in- 
stalmenii at intervals, t he ovcrlookiiist of this implic;t. 
tioii of ilie Fifth l-aw of Library Sdeiice has led to much 
wastage in the past caused by the necessity to abandoii 
a library biiifiling which has either no space for hori¬ 
zontal expansion nor has a foundation strong enough 
to allow vertical growth. Eten in cases where these 
two handicaps do not exist, the shape of the rooms or 
ol the building as a whole is too symmetrical—say 
circular—to admit of expansion without avoidable ifi- 
crease in the ovcrheatl charges of adminiatratinn. The 
changes in the notion of the builditig-requiremenis of 
the Madras University Library form an iilustratioa. In 
iyi2. ,:i room 50' x SO' was believed to be the maximum 
requirement. By fflJl, treble this space was contem¬ 
plated, The plan of 1924 provided For six times the 
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in I insured oti 20 lioici line ipace on Uh 
ground iliut tlie li'bmr)’, which Lhru had uuly 40,000 
volumes, tvuuid yrow to 200,000 voluiaeii in SO years 
ujid thill the uuutbci t>£ daily visiiois would increase 
Lwetuy-Iold. llui For the piu-alysing cEfect ol the VVurld 
War iind tJje lemporaTy withering ol ihe spirit caused 
by the- iiivasioti ol Intrigue and politics, the building, 
though jjlaiiitL'd as liberally as 1 wished, would have by 
now been out-grown. 

104 Growth i.v iStAtfF 

The edect ui the Filth Law on the stall-require- 
nient ul a library in the stage oE pru-aduli growth is 
sciUotii reahsctl li itivariabJy loads to vexatious suua' 
tioiis, IE the staf[ has suHiciciit enthiisiiism to make the 
liliriiry grow. ’J'he authorities st'lduin realise how 
quickly the Sttiiciioned stall is uut-ituuil>ereil. They 
complain ol brequent applications lor increase oE stall 
and turn Uiein down. Fven tsiih tlie best oE efiort, 
the Jiiaiiequate stall is unable to render even hall the 
service which they announce and aspire to reuder. 
Publicity brings in more readers than can be served 
and more books than can be organised. The result 
is complaint and disajqjoiiiiment Erom all quarters 
and ridicule and uiider-WTiiing by a handful ol cynics 
whose volcL’ drown the voite ol others. Cowardly and 
setrish librariiiits leed Irustrated and begin to drilt at 
the risk ol the library repelling readers, i iinve seen 
this phenomenon recur In library afiet library in ilie 
Fast and the ^Wst alike. Till rccenliy, I had taken 
this to be a* providential and inexorable as an earth* 
tjuake. (Jl late, I am able to see some light and think 
oi sonic means of averting ihis form of frustration ol 
the growth of a young library and of the spirit of ha«l- 
svortiiig, enthusiastic, pioneering stad who pul service 
iiliove selt-in teres IS, The means I recommend is that 
libnuy authorities should once for all agree to a mathc- 
niatim] fortuula for the staff of a library in terms of 
the otit-turn of work. Once this formula is accepted 
the alteration in the strength of the staff would become 
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autoiuatic and inj[Kr«)nal and there need not be re- 
curriitg opportunity for the play of cynicisin and vexa¬ 
tion—2)h! How glibly they ridicule saying staff, siaH 
and always more stall ! 1 How ignorantly they ^udge 
the work of a library ami its stall! I! Here u thi 
formtib. 1 have worked out. 

iMtl .StalT-Formula 
1540 Formula 1: Total SUB 

= Total SmengtfL of Stall 
^ Strength of AlJtiisterial Stafl 
— Su'ength of Professional Stall 
= Strcngtli of Unskilled Staff 
= Number of Volumes accessioned in 
a year 

= Number of Periudkal Publita- 
lions abstracted and indefied 
(Documented) 

= Number of Gate*Hours (jer year 
(a gaie hour b one counter gate 
kept open for one hour) 

= Number of Hours Ute library b 
kept open in a day 
= Number of Ruj«cs provided in die 
annual budget 

— Number of Periodical Publications 
taken 

— Number of Readers |>cr day 
= Numlier of .Seats for readers 
= Nunther of Volumes in the tibtary, 
= Number of Working Days in a year 
= X, if X b an integer; 

or 

^ Integral Pan of X, if X exceeds'an 

integer by less 
than 0.25; or 

— Integer next above X if X exceeds 

integer by 0,2.1 
or more than 

0.25 


If 

s. 

Sp 

S. 

N, 

Nrf 


N,* 


K* 

N„ 

Np 

Nr 

N, 

Nr 

Ka 

(X) 


33 



;540 tlBRASLY uakuaL 

., /I'heuS = Sb+Sj+S. 

Wtar.S.^—ijL ,- [s.+ 3<.,«K. (^)j 

, S, - — [3K.i.«0^+liN,+2N„ . 

+*'“+'< W> ] 

^ ^ *0.<l<H) (S* + :!j,) + Xr J 

1342 f orattila 2 ■ Dlalribution nf Wvrk AAion- Pro- 
fesstonal Staff 

If Si = Number ol (JiimJittioii iiiall 

•'* = Number of Siijjcrvuar}' stJii 

(Librarian anti his dcputia;) 

Si, = Numiwr of OlUei- TrchiucaJ Siaii 
^ Numljerof Reference Staff 
; Then ii* = .•5r*_ 

^^4 X N|p 

— i:m 

S = = 2N, 

l.OOU' 

s, 

ithu 

1343 roniiula 2 - Diatritiullen of H-orit Amfuta (jthrr 
TeefanUai Staff 

— Nuinijfr of J3^K>k .Scciion Staff 
= Number of Ctassifyiiif; and Gala 
luguinjj Suitf 

Sj Numlrer of Periodical Section Sla'I 
S» Nunibcr of Shelf Section Staff 

Then Si ^ 

«aon 
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X56 

X55 Adult Simn 

VVlien a libiaiy itfadiei \hc ^tagu of ailiilt-groivlii. 
grcu[!i ivi!l LOJiiist of li^plaLciiK'iiL o( okl rtadcr^ by 
iit^v oiiC!s^ u'orii-Diu IxiDb^ by ones and retired 

stall by ne^' oue*. In tfiis stage, die libran^ wuiUd 
Ua>'e reached ihe ceiling iur the number ol readers, 
hiioky and ^talf. Vet, there Lan be no relaxation in 
publitUy-H^’ork since newer rrailers must be stcLircd in 
the |jhite id die old ones and dierc wiW Ije ntf levs work 
in lnK^k-ptiriinise nor hi 'ihelbnerttou up;rk a*i iieu* hook^ 
will have always in Ire pioiured and the older volumes 
will have to be weeded oiii- But diere will tniL he neces- 
fiity to extend the library huildiiig. Libraries ol schciofs* 
ml leges and liu^ines^ houses will sixm reach this stage. 
As Lilreiitly siaied, |Hiblir libraries may take several cle- 
rade.s and ]>eilmps more than a century, though bra rich 
libraries in the divisions o[ n city and in towns belong¬ 
ing tu a rural libnty^ syneiii may i^ach the adiih stage 
Ilf grf^wth mticli earlier. 

156 A Warning of the Fifth Law' 

Failure to realise the lotcc ot ihe I'ilih Law ol 
Library Jkience leads to many lanlty steps in fibrary 
>vork, keferentc has iilready lieen made to the mib- 
take which should lie yvoided in regard to library Imild- 
i]ig. .Some library Hudiuiiiies wito iiave had iiu exjie- 
iierue oXtcii prevent die library kam atlopiing pub- 
lislieti sthcniL- ol classincaufm. J he library impro¬ 
vises its own sLlieiiitv Jt is idten destgiietJ ju a I'ule-oL 
tlittmli fiiaiiner and is lound 10 break down in a short 
time. This h a coimiioii feat me in mobi libraries 
ifjday. Hie dassibcatlon has thus to be siiLited again. 
.\notJier ct|u:tjly objectinnahie policy is adopting a pub¬ 
lished scheme either partially or in a modified way. 
This also Icath to breakdown, ''Our library is ve^ 
?im:i||. Wt do inn want any elalmrate scfieme. A 
jjimjde nunilreriiig will do*' is an aiy^unicot which one 
<^fteii hears. The Fifdi Law' of Lihruiy Science pro- 
Jests against this. 1 i^hould like to add diat a good 
Mlunie of class!hcatipii wdlj give only simple numbers 
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lot tlic sinipJc (xxiks found in u $mal] jiublii: Ul>rai'y< 
III litci 110 boob cati luke a mote clabutute luinilicr for 
itself ill an ithai ii^ ^pcttfic iubjeci demands^ simply 
because iJie sclicme ui iluiisiltcauoii in use has provi¬ 
sion for elaborate miiiilrers to imlividiialise sjiccific sub¬ 
jects oi am decree of intension. In tatalojjiiijig, taiJute 
10 iolloiv a tigiil catalogue code leads to making tlit 
catalogue a hoU'lt-jtoLch. Here ag;;itii iieotile iaisely 
ar^guer *'My library is a simple out*. | tvani only a 
simple set ol cataloguing tuk-s wliich can ]« understood 
liy a cataloguer oi average ability, though witbout 
irainmg*'. Here again, as die lihrtiry grows, ivlio can 
say tliat it will not add to its books which briiiji cata¬ 
loguing dilTiculties.' The Fifth Liw would insist 
tliat wisdom lies in adopting a published scheme of 
cl^sificatioii and ^a ptiblishetl catalogue rode in fulL 
without modtficatiun. 

16 Over-All Test 

IVe may now concEude ibis study tjf liack-ground lor 
library work in tcmis of all the Laws of Library Srietue 
taken tpgetlicr. Tlicse I-aws fiave certain ways ol test¬ 
ing if a library respects iheiri. Tbey Jciob at the buiUL 
iiifp if it is smart, bright and sooUiing, tliev arc satisned. 
They step in and Uait aroiiml; if tEte scats are tom- 
lorlahie, table sjiiicc is ample, lighting is pleasant, veil- 
lilatiuti is :tdei|Uate and llooring is soiind-proot, they 
know that the nc-rcsxiry silence will lie there, ■ They 
walk iiitu the siack-rofiiii: il the gangwavs are broad, 
die topmost shelves of the Imok-racts are within reach 
and jf there arc guide* lor evert tier, gangiiay bav and 
sheEI-piank. jf die lighting h gooil. if die books are in 
open shelves, if rcadeis walk alungside them and handle 
them without any rcstrictinii and if thev are accompa¬ 
nied and hel[»cd by dicerfnl reference libraiiaiis. they 
are satislied. They ask about the liliran-honrs; if djev 
are told ihm the lilirary is kept ojjt-n tin all the S65 
days of the year ami timing all waking hours each Hay 
thev are satisfied. 71 ,ey feel assured that the itiasws 
Will pull up m 110 time and they wifi ever be in a hich 
state of awareness and enlightenment. ^ 
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Reference Service 

sc DellnUlott 


W'e have seen in the Iasi chapier iliat tlie ultiniaW 
piiriiosc o£ a ILhrary is t(> gel its btxiks read 
aiul pleasure by every itiemtwif o[ die cotntnuiiit'jf tor 
whom ii is i men Jed. Indeed ne cm go to tlic length 

«l solving dial a library exists only at the tnoincni whcii 
the three itienibets of its trinity—‘ihc reader, the books 
nnd the siaft—are in purposive roiitart with one an- 
Ollier. I he old ronccpi, that a inwe collection oi 
Ixxiks in a library, is as wrong as holding that a inere 
group ol readers or a mere «|uad of staff can constitute 
a lihVaiy- In tlic nigbi, for example, when there are 
no readers and staff, there is only a tollection of btmks 
and not a library. Even when all die three exist wiili- 
oiii lelaiton to one anodier. there is no library. On 
die contrary, even a single IhwE in the hands ol a 
librarian licing introduced to a reader is a liirrary. 


Refeieiux; service b the name for the lormatioti of 
purposive contact between ihc itiendicrs o£ the triniiy 
in a library'. A librarian stiould look u]mju reference 
service as his patainouni duty. Reference Serv'ice esm- 
tdisbes contact Ijeiwcen the right reader and the ngbt 
book in a iiersoual way. Every other work m die 
library is itself fulfilled uliimatdy only through refer- 
cure ven'icc- To collect bonks, to organise therii and 
to go through all the eridlcss routine prescribed in 
I he succeed tng chapters on librsrj' work—nelec^ 
lion. iKJot-ordcr, periodicaU work, davsificaiion. cata 
accession in jr, orfiaiiisaliOTi an«l cILspIay of 

and charKinR and dischnipn^ them—will become fruits 
](wis unless pTO|3er reference iervice is done. Let m 
therefore esamine how ii ibrnihl l>e done. 


21 prepuration 

2 IT Books 

Reference service requires patient and arduous 
preparmion with books- Even' new book which comes 
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*■1^10 the librarj' shouJd bi' rapidly jitrused- I Jip ■■'’r 

Sim! ^ gujticd und made elhcieni by^the 

dab nymter of div hook. While pcru^hm. the refer. 

* fv^Je should be having a yplit tniii<J as ii ^^-erc- 

,u.i giant ing tlirough die .panes, 

brought into rnnuKt. It is not ouh the subieri-matitr 

hoUi “ "* e.j>odtion. tlie- 4le TZ 

extern td ilJiistraiions and other auxi 
hancs which would determine the possible teaciers it 
J* not the mere tjtie tha, cun diterminVh Th 

ax rr'e.^r^lr 

W7™.u„., /wa““„r' 

^lety arrived ,n the lilivary. A glance ihroiiS thJ 

"" I'hihHOphw TIds 

that mJT' id" ^7 

Zr on"tSe r 

Hh joy and the Proft^rdhigt blessed the librarian fn- 
hit so promptly securing a ^eade^ for ii 

2T2 Oi,b Books 

_ -^Old l^iks, ifxi, will have to iie re-uerused from 
Time to tune. nui boots v,.hi,-h i ™ 

rouM n„. B„d T/oi ' . n'.S' Z'hiTj:’' "'''"i 
With neiv values hv beliic mu fn ^ ’ntpregnated 

arrivals , The Froreed^r nf the limtTMn'7 



RBFERENCe €£aVlC£ 



Some of iheu ’n’ertr located in ilie library. 
their mrn. led to parts ol oibcr books. All ibesfc bad 
been lying oh the vlfplvci uniouchetl by human, uand 
for many months: they vvere naturally glum aftd tkpre^ 
ed and had covered themselves iviih dust. When they 
w'ei'c iitilled out, cleaned, and put, into Hie hands ol 
itfri fi*,. they buist into |oy and thanked the Pfoce^ditt^t 
■Ai ilielt retkcnier and the librarian itm received hit 
own shine of dianks. U must Iw emphasised that 
when such a neiv relation is being established by one 
pan of the mind, die other part shrtuld Ik on the look 
[lilt for probable readers. ^ 


f 

Z13 Rradebs 


The prcpaTatimi 'ol the reference librarian con¬ 
cerns the worltl ol readers as much a» ilie worltl ot 
hooks. ['oieritially the n'orhl of readers is to-esLiensive 
with the entire comimmity (or whom the library is in- 
icruled. Actually. Iiowever. the artiriclality oi the books, 
their incapacity to aji|>e:il to srfiy of the primary senses 
and their inability to reach the intcIleEt directly anti 
luimediated by sensiiovis plensiirc. enccmriigc very few 
members of the rornmuniiy to go to the library oi their 
own accord and use the Ijooks. 'TTie majority of the peo¬ 
ple have to he prepared by spccJa! devices, coaxed j«r- 
sonallv. :ind enticed, as it were, into die library. The 
s|Kci;<i method of preparation may include mass-appeal 
as well as individual canvttssing. Notice in the neivs- 
paiters, .special articles directly or indirectly iKaritvg on 
brinks, distribution ol folders and handbills, addressing 
at public meetings, condnrting library talks by dis¬ 
tinguished jKfsons capable of attracting crowds, pub¬ 
lication ot library bulleiins and every' other forni of 
?m|tersojia1 pnbliriiy w^onld mitstitute mass appeal. 
Street .surs-eys. visits to inslttutions. visits to bouses, 
running library liofiths in all fairs, cxbtbiiifins and 
festisnis .md uiilising every similar occasion for reach¬ 
ing at potential teariers would ronstitute individual 
canvassing. 


22 Service 


To bring people into the library in targe numbers 
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by every l<^itunate fonu oJ publicity « only prepara- 
lion for rclereiice service, as already stated. To retain 
a visitor fjerrnaticiiily as a Irccj.uciit reader, tJie visitoi 
must be reteival personally wiili cordiality. VVithout 
any loss of time his needs musi be elicited from iiiiu, 
few readers, even among the most learned ont^, can 
state ilieir book-needs exactly. h is seldom that the 
sjieciJir subject is mentioned with a distinct enuucia- 
liim of all its phases and an unet]itivocal indiration ot 
iw foci in hI! their facets. An old man about lo re* 

tire frciiii the liuliati Cavil .Service asked for informa. 
tion on iron-troiks. The AfcjHoirj of the .\rdiaeologi- 
cal Survey of India describing ancient iron-works and 
books on nimUTn steel and iron teclinolosy had to he 
“one into witli him to krtotv that lie is'as interested nei¬ 
ther in ancient trtm-worki nor in the modern teclmique 
of iron-tv or Ji. further cooversiition ,md a display 

before him of the adveni.seiiient pages of arrhitectural 
ItcrjodifiiJs brought light on liis face; he picked out a 
parttrular picture showing a good design of iron-rail¬ 
ing, and he stated tliat w'hat he had really ivanied was 
a good picture of iron-railing to help his tvife to iri- 
strurt the contractor to put up an iron-railing in their 
new house. It is only .a synipiitheiir, patient and clevei 
questioning, rlothed as conversation, which can clinch the 
sfjcrific subject sought by a readr-T. Even then it mav 
hapjien that ,i jrrolongtd pursuit, bv the nietliod of trial 
and error, is necessary and ihai the sjierific subject can 
be reached only ivben the right liook iLself b reat bed. 
All this may took fearful: Imt sincerity to help readers, 
dciei^inaiion to succeed, and perseverence unroniami* 
naiecf hv mtlolencc or impaiiencc, will provide the re- 
reienre librarian witli the necessary acumen Irs knntv 

■' 

^-ihsTv his warn. 

22t Leading m .Self tiers'ice 

fn most cases reffTeiice service svciuld reaflv he Jeacb 
mg a jwiwn to wif-semce. ^hotil and colfege 

r“''‘ exception. eTh 

uhen (he reference librarian has to mow with the 
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I'cadet 4iJd bu by liiji >itlf muic lliuii Uii’4x loanlis ul 
Jiii way to lui sjx.'fjJrjt »iilijL*cl ami liis boritk* lie uiiiM 
know to withtliiiu* liitiiiieU at the Unit,' mj ttial 

the reader has tlic jyy ol »t‘(r-sert'ue. The joy ot the 
ncterciite libraiian shoiikl l>e ikiivcd not frotti the 
eonscioiisiies^ that Jie Jihitu.'lt find jiiaciJrally tioiii" 
eterytliing, Iml hrnn the si-jht oi the diiwri ol joy on 
die iatt of die Teat Jet who has been heliied to' heli> 
himwlf. ' 


H&Aai•‘UE-UO\T^t Skrvice 

In a few cases die refcreme libnmsiii wtU l>c ublj:i>' 
ctJ to find out die inlonnadan all hy hhnsetJ and [lius 
ti on to the retnlers without iniidi pariidpatson of the 
lattei'. ) his should not hap|)en m a school or eoHeKC 
Hhrarj, 1 his ivill often hap|ien in a pubUc- library. 
I his st'ill lie the iiniinsil fomt of referetice service in a 
business library. 


23j Kliaiiv Reverence Service 

Releicme sert jic iit.iy in some <ajws need only the 
tise of sjKCKiliy prepared rderence-books or books on 
current tnlnnii:tiian like directories, almancSj ycailiooks. 
who’s wrJio, alias statisiical Ixmks, encyclojXHltas, ilk- 
t ionaries and liibiin^nphies. Find ini' infiriination 
from .'.ttcli ready releitJUr lM>^lk^ ur hH|Mn^ readers to 
rind it is called temh releremr 't'lvice, fndi'i is now 
very jxior in such book^v. it is only during the last IfOU 
years that modern ready reference books were invented. 
But, alas, our country has liecn asleep during this 
period- But now that site is waking up. Iier children, 
too, ivakc up With a thirst for informatiom. The ready 
reference librarians feei like distributois of drinking 
water in a land of draughi 'They should not fall into 
a mood of despair. They 'hould make valient attempts 
TO build up their on-n reference cabinet at thi; stage of 
assemilation descrilied in section 25. Tliey shonld 
ac^imilate all their experiences of dfsappiiunient and 
bring, them to the mxfco ot the public and the pub- 
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ti>hci'!», sti t]iu[ ilic I'^inine of i^nily rcfercncic books may 
MMiH iIK:i|i|K;ar Imni mu .\foilnirUmi. 

' 2 ^ kllJ'Kftl'KCE SERVICK 

IS)' ttjn|[>-imiiTc refertiici: setvitc i> ifltreaijc 

scrvite whkh involves imcinf; iiilornution lliioiigti a 
Jung (hiiin ol hookH. perimliirnis ami oilier pLiblishett 
iimieriah. tnonlhi^ sources of iiiloriiiiition by proJoiigeil 
ilovvsin^ through varjetf iiiPtieriafs :iik) even 

ilr:iu'm» help fruiu oUiei libi-sries wiiiiin the locahiy or 
within the tmintiy an<| J! needs Ijc even from those in 
other IpikK, arid even frinii Ifvinw; fwrstins svhen btioki 
fnil nv. 

Zi Assimitntion 

VVhiitcveJ lie liie mode of senitc, ifie muite ol 
iiiiuriiuUoM tmd the route ol leuthiiig it. everythin’; 
should be lecordeit in a stniiilard 5*\S" slip, lii the 
referentc slips, the leading line should give the name of 
the siiectfic subject in the Itniii ol das* lUimbci. I'iie 
siCcoml line should give it in the laiiguiige of the Nbrurs. 
1 hen should conic the ansiver or iTiforiualion furnished 
or located. The last line should give the mil iiumbeiv 
tJic heading, the title and the Cxui t jjU}>e to the sounr; 
ol answer or infonnatioii. -riiere should also be given 
added-4Mitr>' slips leading to the class number whatever 
lie tJie w'ortl will) which one begins to pursue the specilic 
stihjeit. .\H these slips should fie filed [iroperly Irom 
week lo week in the ii'fercnce-cahini! For future use. 
\fon-iiye». a refereinc Ithiarian, who riijovs Ill's wniii, 
levels in it and iiidenttfits, himself widi ii, will be 
till own into a mood of extensive assimilation, entidi‘ 
mehi of experience and re-oiienatioti of his stock of in- 
fomaiion after every piece of good tuui chaltengirie 
re/ereiice''Svork done. l"he longer the experience the 
more profound will become the assimilation. The 
i^ater the variety of readers served, the greater wiD be 
the range of assimilation. Indeed the knowledge of a 
rcferen« librarian grows from moment to moment and 
drawts its sap not only from boob but also from the 
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limine of tUe sctvetL A ticlctviice librarliUl’s job 

not only cnricJiK liii c\iM;ticinrc but al» endears him 
to one and all, fbcrre eat] be no votation mure happy 
than that of a retcrcnce librarian. If one i$ a da-aU-li(^ 
rariail. there is no happier pan of his svork than that of 
leferetite sen-ice. 

24 Present day India 

In India today, the al^iKe of relertnec'boolcs will 
niakc most of our referent c-work Ijelunj; to the lonf;- 
range variety. Hut as amt whcit a purtkuliur investiga¬ 
tion h successfully rompleictl, it must Ik recorded in 
rcletence-sliift. As the rtfereticc-cabinct Jonned of them 
grows, much of reference-work will change over into f 
ready-tefereiice variety. This happens even in develofwit 
countries. Tu happening will tic tiiore frequent in un¬ 
developed rouu tries. 






CHAPTER 3 
Circulatioii Wofk ^ 

/Vs^urniiig that the reader hm been helped by pto- 
|ier referenei- -service ui pick out the hwk he wani^, let 
us next cxaikiiiit ilie routine tiivolveiL m aUoiivuig him 
to lake it home lot tcacliiig. The laiestg siinplest and 
cheapest inediocl ut issue v\-firk is the ^Ticket Method*, 
This method mediaa good deal of the routine in¬ 
volved in loart-work oi CkuUtion Work as it is calle<l- 

It saves the lime of the reader and the staff* li 
eliminates possibility for the vioJatino of soitit <d the 
rales and makes the detertioii ot v iolation oi Miie others 
aiitomatk, Ikfui’e going into the details of this method 
of issue it will be iin advantage to give a set of model 
rules governing circulation ivork ;is well as ulliei^ matters 
connected with the use of a pnhlic library. 

31 Model Library Eiile!^ 

. 1 HQUBS or OPENING 

11 The houre, when tho... Ubrury will be ofien to the 
pubiie^ BhalJ be Uxed by the Library Cominlttef!, from time 
to Ume. 

12 The Library Committee has decided ns loUows for 
the lime be-Jof. 

The llbraty Jthall be open tci the pabbe on all dayyr 
from (7 3^m to 1? pmF 

—The loan counter shall l>e closed half an hour 
before the dlmk^ of th* library. 

^ 2 ADMISSION TO THE LTBEABY 

21 No petson, who is not of sound mlnd^ nor cleanly 
in person, nop properly dressed, shall be admitted Into the 
library* 

Note.—The decisiOD of the librariani nr of his deputy 
during iii» alMeaoe, in regard to those matters shall be Wi 
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[The rules may provide for admiHflon by special per¬ 
mit in the case of specified elmtses or persoau, mch as non¬ 
tax payers, Grangers. eXe.] 

22 Persons desirous of using the Library shall enter 
Lhcir names and addresses legibly in tJ^o gate register, which 
is kept for the purpose, ^ueb entry shall be taken as an 
acknowledgment that the person agrees to conform to the 
rules of the library. 

221 Sticks, umbreUas, boxes and other reeeptvcles and 
such other arljdes a* are prohibited by the counter clerk 
.shall he left at the entrance. 

222 Dogs and other animals shall not be admktted. 

241 Silence shall be strictly obsert ed In the Ubrory. 

242 Spittring and mtoking are siriclly prohibited. 

243 Sleeping is slrictly prohibired. 

251 No person shnlJ write upno^ damage, or make any 
mark upon any bonk, manuscript or mop belonging to the 
library. 

232 No tracing or mechankal leproducUon shJdl be 
made without expms permission trom the librnrian. 

252 fteadcTE shall be responsible lor any damage or 
iniury done to the books or other properly belonging to the 
library, and shall be required to replace such books or other 
property damaged or injured or to pay the value thereof. 
If one book of a set is Injured, the whole set shall be re¬ 
placed, 

2S4 Before Icntdng the library the readers shall return 
to the counter clerk any books, monuscripts or maps, which 
they had taken for corarultation, 

26 Cases of IndvUity^ or other failure in the servicOp 
should be reported immediately to the librarian, or bis 
deputy d iring Ms absence. 
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a IjOAN PBlVtLEGE 
ai ivlf^mbersbl}! 

31 Aliy of iJiO foUowinjg! entiUed to take out bookN 
on loan on enfolment as u membor of the Ubrary:-^ 

1 Any tax-payer rcsldEti^ or having his place of 
business within the area of the library* 

2 Any person living within the area of the tibraiy 
and guaranteed by any tax-payer resident within 
the area of the Ubraiy, 

3 Any person employed in an insUtution within the 
area of the iliJiary and gimj-anteed by the Head 
rif the Institutloa 

^11 Td get enrolled as a member, a person shall fill 
up and sign a Form of Enrolmem. which can be had free 
of cmi at the library counter (and make a cash deposit of 
Rs.1 

Note!—We do not reeontmend the portion of the above 
ryie which Is shown within squai^ brackets, 

32 Rrndf^t'A TIckcU 

32 Each member shall be given ns many readet^s 
tickets as the number of volumes, he is enUUed to have with 
him on loan at one time. 

. 321 The tickets of a reader will be valid for twelve 
manths. and cbh be renewed by ^Ling up a fresh Fom of 
Enrolment and retiiming to the Librarian all the expired 
tickets along with it 

322 A book will be lent to a member only in exchange 
for one of his tkkets, which will be handed back to tbe 
member when he returns the book, unless It is returned 
after due date in which case the ticket wUl be handed back 
nnly after overdue chare^j Ls paid. 

A week^s nodee shall be j^^iven bofore a deposit is 
withdrawn. No deposit shall be repaid until all the bookt 
niil^tondiog ogains; !he member and aU his members tic¬ 
kets have been duly returned and all the dues from him 
are paid,] 

Nor^:—This rule will be deleted if the portion of 
Rule 311 shown In square braedeet^ is ddetedl, 
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of Tlolfel^ 

34 A meinber who hm Inst a Uck«t shnll makt a 
written report nf the same to the UbrarLaii^ 

341 Three morfiifs" Unie shall ehipse Biter the dale of 
such noUce, before a duplicate eiin be issued. During this 
^leriod, the mernber shall alteiript ID trace and recover the 
4 < ticket If pos?:1b]e and mnd a second report at the end of the 

l^eriod^ stoUn^ the result of his endeovoLirs. 

343 If the ticket ha^ not been traced. lHq metnbcr shuU 
give an Uidcmnity bond in the prescribed form and xmy n 
fee of anna^«.. far each duplicnte ticket TequlredH 

343 After the receipt of the indemnity bond ind ihe 
^ fee. the duplicate ticket will be issued. 

r35 tf a memberH who has lost one or more of his tic^ 
kets, applies for ^Adthdrawfli of deposit amouni. no action 
wiU be taken on such application til] the expiry of six 
I montha after the report of Loss o! ticket, Tf the ticket Is not 

rccovcriid by the member before the end of that period, hs 
t^haJl five an indemnitj bond In the prescribed form in res¬ 
pect of the lost tickets. After the receipt of the Lndenmity 
bond, Ihe application for wiUidrawal wUl be dealt with in 
the usual wayj 

iVote:—This rule will be deleted if the portion of 
Rule 311 shown tn square brackets is deleted, 

^ 4 CONDITIONS OF LOAN 

41 Each member may have out on loan not more than 
««.separate volumes at one time and must make his own 
arrangements for the conveyance of books to and irom the 
library or any ol its delivery stBllonB, except that in the 
case of invalid or lady membens books may be delivered 
once a week at their residence on payment of an advance 
quarterly subscription of ., 

42 Before leaving the coun^r, the member shall 
::atifffy himself as to whether the book lent to him is in 
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sound condition and, If not, he shnli immedia'iWly briitR Uio 
nifitter to the notice ol the iibrarlnti or ids deputy In hlit 
absence; otherwise he la liable to be held responsible for the 
replacement oT the book by a sound copy. 

421 If one book of a set is injured or lost the member 
concerned shall be liable to replace the whole set. 

422 The value shall be immedlatciy paid to the library 
/or return after the book or Ibe sel is actually replaced, 

43 Periodical publications, directories, works which 
might be diUlcult to replace and such other works as may 
be declared reference Uioks by the librarian shall not be 
lent out. 

44 Members are not allowed to sub-lend the bo<^ of 
tJ)c library. 

45 All books on loan shall be returned air the expira¬ 
tion of a fortnight from the date of issue, 

451 Books which ore letuporarlly in special demand 
may bo lent /or such shorter period as may be Ti<w«cnry 
may be temporarily declared reference books under Rule 43. 

452 Loons may at any time be termJxiiolcd by order al 
the librarlaiL 

46 If a book is not returned to the library when due, 
an overdue charge of one anna per volume per day shall be 

47 Loan may be renewed for a further period of one 
fortnigdtt provided;-^ 

fij The renewal application reaches the librarian not 
leas than three and not more than ftwe clear days 
before the dote on which the book is due; 

(ii> No other reader has appUed for the hook in the 
meantime; and 

(till Not more than chree consecutive reoewals shaLl be 
allowed for the same book without its production 
in the library for inspection. 

Tn case condition (U) is not satislled. the Ubrarion 
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cause a letter to that; effect to be poslHl to the member mji- 
ceriied and the book shall be returnable cm the due date. 

■43 A member against whom any overdue w other 
charge is outstanding shall not be allowed to borrow 
for withdraw his deposit] imtil he had paid the amount due. 

^ QflNhttAL 

* 

51 The hbrdri^n itmj' FcfitgCr lixideir j^pccinL eirg uLm * 
admiEsidh Into the lil>rary to any ptrEqn at the ufo 

of any book without' assign any reason tharelor. 

52 Tht Library Comnuttee may refuser under 
clrcmnstnjuses, any a^UcoUon for the tirivDegc of loan of 
books wiilioui assigning any reason therefor, 

53 The Library Committee may grant special loans 
Ml such condJlions a* it may prescribe, 

51 Any jnXringeniejit of the rules will render the futi- 
vUege of adniLSsion to and of borrowing books from ih^ 
library liable to foiielturei 

32 Parts of the Issue jVpparatug 

I he parts of the issue apparatus fait into the lol* 
lowing groups:— . 

1. Materials to be carried by ihc book; 

2, Materials to lie carrietl by the reader; and 
il. Other uiaterials ncetletl at the cotiitier. 

331 .MATSRIAI.S CARRISD by the BoOK 

1 he parts of the tssue apparatus nnnRally to lie 
loll ltd in the bof^k are the lol lowing;_ 

1 Bate Label; and 

2 Book TtcJcei. 
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3211 Dal^Labd 

"lilt* cixU: immbei Un IMe-iMbrl U OKL U h of 
isciavo &i/c it ^hf»ijld bu pa^ifd in Ui« Utsok wa as to bv 
iiA lirsi leal, ft should consist of a sheet of JG pound 
svlike printing paper 7^^ x nt iKiitoiu 

should be iiinicd nvet* iiilH tiiriieil potiiun slioukl fie 
]>asied alnnj^ tlie eilge-^ so to fonn o |KKket u'hosc 
niouUi is: i>k‘kle. Thh b to liold ihe book-tkket 

when tJie book ts iiviidc the library.A piriure of n is 
ill ihe next The turned Ehip ^huifltl lie 

primed and thr rest nl ilie laliel ?^luTiili1 lie nilcft m 
slimvn in ihe piriiue. 

3212 Book-Tickei 

[ lie t'LKle iitiiiihei lor Hook-Tichei ije A62- It h <il 
abnonnally small siie, U should Iw made of 
p 3 i|>cr in (be form o£ a pocket, riiis h to hold the Kea^ 
iler^s Tirket when the book has gone out si I the librar)'. 
The bark-luld shcMikI be 3 ”n 1J". 'Hie Uont-lolii ^iniild 
he Tlie ojieit portion nl the inside ot the hnek- 

fokl should have the ikns number id the liunk in tie^ 
Ri^t iinc^ its li'y>k ntinilHrr in the ^^econd line and tt% 
nrcessjon nnmher in the third line, llxe froni*fold 
dioiild have the name of the iuiiher or its snlnmnte 
tised as I he headitiff of the Irook^ in the fli^i and seconit 
liiift: and it^ short title in the tliird Hue. The picture in 
the next page sho\>rS the portion oF the Brxik-Tkfcet 
wbkh is projecting outside ihe |>ockct in the Date l abel. 

3213 Book-Pocket 

JUll now the asual piariicc has bceu lo have a w.T[ia' 
rate Book-Pixket la liold ihc Book-ricket made ol 
Mantlln p.tper of siiiLihle diinensiotis u? contatn the 
BiKit- rirkcL I’hf practice has Iset-n to paste n inside 
die from rover of the book ai a distance of V' bom die 
liotionnend and centered lieiween the iivo siile-eilges. 
The alternative suggested in ^crion 3211 is cheaper 
and neater, 
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322 CAKfiIKI> BV THE R|?ADER 

£adi member should be given iiuHiji' Reiitkr s 
lUckeu as tlic rulei o\ ihe library allow, 1 lie nnle 1111111 
lx:r lor the R^tiiki's^Titkcl isi AGl. U ut abiiurioitlly 
^mall sue* it sluuitil be made of tbhk brisuil bo^rtl mi 
its ei|uiv£i]cfUp say about I [12 "diitb- Uie Readersr] ic^ 
kci slioukl he capable of being, insLiied tiHo a book- 
lickei iviih ease. It should 1>e 2''xU \ Oue side shuuUt 
have die ert'st of the libinry^ pi in ted in ihc reiitre!, the 
words *Not iraiisfeiiibh:' iliould lie printed Ldj<ive dn 
crest atiil ihc name lU ilie library helow die direst. Hie 
other sjfle should lie lefi blank. The numlier uf die 
ticket will he viTkten in the first liuc% the siiiTiame ot 
[lie member in die die second Jtiie and die lorciianies 
wiihiii brackets m the third line. Tiie acldicss of the 
iiitmhcr should he written altrr these. 1 he arcoiniJaiiy' 
ing piitme shotvs the two sides o^ RcLtder% l iftei and 
a Bmk-Ticket w'kh the Reader's Ticket iii.stTted in it+ 

It may he c^jilirity stated here dint assunihig, For 
definiteness that a iiieniber is given iluee Reader's ! ic- 
kets at any time the number of lihFraiy-hcN^ks it) his |m- 
sc'ssion the ntinilier uf fitrc lictecs he has, should lie 
equal to three- 11 he has three lH>okv. he w ill Iwive luf 
free ticketfs. If he has two bonks* he udll have one free 
ticket- If he has one liook^ he wiU have two tiikeis, 11 
he has no hook, he will liave all ihe thice tickets w’idi 
him^ 


The following is a 
tickets:— 

Children's Ticket?i 
Fiction Tickets 
Ordinarv Tickets 


mmlel toloin scheme for 

Red 

'fellow 

Green 


Usually even an ordinary book can lie taken on an 
yellow ticket. Elui no fiction can lx? iakei:F on a green 
ticket. If then- arc inher privilege^ like loan of pt-rimit- 
cak other stikable cri!otir!i may lie lived to ir.dirate such 
privileges. 
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323 NMDEI> at Ttt^: COL^^^TK 4 ^ 

1 Jlc cuiinltT should l>c tiiovided \iEth the tollow- 
jij;« iniueriaisr 

1 J riij> to Ide Rciidcr^ 1 icketi; 

2 A Riddii^r JJ;iU'i arid Jiikinji Pad: 

3 About Ilk) rvi'iii-lVAcns <j| ihe aiul sibape ol 

liiKjk and Rtader^s Tickets made oi 

^fairilhi \ni\itt and nunilwred I to UlM: uiid 

■J J okons Icjr the custiitiy of prisma to propeity like 
iimbrelhi\, sticks^ and Sfi on 


m\ Tii:ket-Tray> 

Ahotit a ilojten priman- or rharj^itig trays are neces- 
iaiy. t hcJT timer clmiciiMcms should I V\ J Iim' 

nifuc ticrcindnry or ^ordn^ nays aie necesiiary, Thest: 
should lx: triple iray^. I he umcr dltt^Tisioiis of each 
ijicmiser of the u i}dc nay dinuid lie JK'I here 
should liL’ tJiree (fir as msiny as may be necessary, 
ifefwiidiiij^ iin the iiijinl*er of members) Terthir)' or FiJ 
mg or Charges I rays. Each ol them dioulft fw a !)-ple 
7 my. Tile inner dimensions ol each memljcr of [fie S-ple 
Tni> >lmi.t,t I« E:uh oi Ui.^ av whole 

may be nl liie Ttir]ine<} sort—ilie nearer edee recline on 
a rtejx'i 11” Iiif.||. ^ 


Counter 

TIu counter should be w improiised that tltcic 
:o. idaiKl enclosure for the statr. I he spate roiiml i 
s ifiidd lie ill the fujin of uarioiv gangivavs of not mor 
tli,ni I Ol feet ol widUi, so iJiat tiWc-iormation c 
readers automatic The entrance and exit gales shmii 
only II Icet in width, they should be at lim ver 
inner end of the island-enclosiiie. Thev should be pre 
vtcM with some wirket-flate controlled by the Jlal 
within the island-cndosune. 


-isii Conscience Box 

N'eir (he entrance irifket-gate, there shoud he a 
constlence-box—a locked box with a small slit in its lid 
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jii He liave in leiiiplei to collect oireniigi^mto whtdi 
the ineiiilicia wJio liuve delayed the return oi tjouks be¬ 
yond the due d;iie niiiy ilifi|j iheit overdue After 

piLiitiiilng the Viftorjan tuetlitid ol fariiully lolLecliiu^ 
the overdue iliyrge'i H'ilh toi niaJ reteiipts Kind tnainten- 
nnre oS ^|>ar;itc iicconjit^ip lihrdne>h Ii:ive learnt tliat (1) 
the ^anie is not wmih the istndleci and a %]ilejidid 
np|>pritjniEy for the tlevelopiuent of civk euiUicieiiLe is 
ificreby heing lo^ii, I’he cottsticnce-box tiietbod is nou- 
arfopted even for the tollcaioii oF huii-Fareji in Atiirrica. 
(Jur libraries dioitld itraighiH'ay Isegiii with trust in 
tfiis inaiitier. Trust w ill f>eget trust. 

33 Charg^tng and Discharging 

^ 331 CuA^OiHf^ Woai; 

.^fenifxrri should be Lrainetl tf> present die huok^ to 
Ik? charged— Lc. taken iKiiue on loan in a helphit way. 
Jliey should piescnt iheni with the from cover thrown 
o[ieii yiid one of ilieir reader's ticket placed mi it, so 
tliAi the man at the counter can easily read the date- 
label- Of course, diey should also be trained lo respect 
the rule ol ipieiic. It the twok h m a damaged coiiditioii. 

it aside lor biiuliii;^ and tell die reader that li tan 
lie taken after repaiiv 

!J3il Cdiargifig and Vigilance 
rur each bcKik* rapidly tally the call tiuniliei' and 
ihc accesvintt nimilxfr cm the fxiok-turd with those on 
die date laheL Tl ihey ate alrighi. iii^ri the leader'jj tic¬ 
kets^ mio the book^ticket taking care ti> see if die class 
numbei ol the book has reasonable carr£?lation with the 
member rtmnlict ot the reader. U it ts iiatisiactory 
stamp the due-date in the earliest vacant compartment 
of the date-label. While dotog so release the ivicket gate. 
Allmv the reader to pass out. Hand over the book to him 
and insert the coupled tLcket*pair in the chaining tray. 
Any disorepency in the call numbers and member num* 
bet^ should be disposed off quickly. Tf it is too compli' 
cated, pass it on to others, as the streaui of membtira 
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crossing ifie wicktt-gjue ilumld not Jjt held up :iiid siag- 
nated by wmibting ovn one case, Wlihoift ndt-nre* init 
v-uii L'lttreiiie vigilante, waith every [icrsiiii rrewing die 
witkei^^gute, u'hcditT taking a loan or not, and niakt 
sure that he dots not carry away wilJi him. iiiiauiiioiiiied 
any book or reading mateiiul ai the Jiljrarv eidier forect' 
fully or vilfnUy. ' ^ 

.'ISIII Issue ol Hes^xjken Books 
AVbeii a reader calls lor a liespotcn bonk, lake back 
hjs bespeaking tard, satisfy ymmt-ll ihai he is the right 
ijerson ami issue il in the nsnal wav. If ilierc is a icil 
s ip with a uanie otbci than Jiis in the hook tirkei, see 
th:i( tt is rctiiined whilr clisirgirig^ 


SSl^ sSonfng 

.Vji pict-iip xvoj'k iii'hciievcr you jfjrc Itw iroiii rtatler? 
iu^ngc, in their clarified (lider, ihe tciitpled tickei-pair 
collected in the charging tr^v, mark ihc Ifxm-cnuntiiig- 
shoct for th^m by putting :ig.iinu the appropriate suli- 
ject a vertical stroke except that ttic Dfih stroke should 
>»e a honrontai one am»s ih<^ preceding four, f hi* 
fanltlaies counimg in blocks of five, As tiir siatisihx are 
lemg inyked for each book, transfer the mutilcid tirfcet- 
pai, to the sorting tiay and Hie it l>v its , bus number. 


Unustial iViiod oi l.oati 

■ fltusi, hott'cver, be taken in the lase of a book 

c", dekci-pair 

must be filed, immediately after charging, behind the 

proper date-guide in the chatged-iray ai the eiuratice 
counter, after making the statistjcs. 

5315 Daily .Statistics 

M the end of the day, total tip tht; statistics, taflv 
the total number of issues with the numiHT of cotjpil'd 

Irav. investigatf anti 

s?l .nght discrcpcncjes if any. and transfer ihc^oupled 
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itck«i-pujrs Uj behind Uie correct duC'dute in dtc diirged 
Lniy. 

3316 Closing Routine 

he lure- c loaitig down, rhuiige Uie d:ue to die due 
dnie cun’es{xniding (o the ne« working day, jjin up a 
new coutitiiig^cet lor the next day, and sct that the 
dialling counter h cleared ot all acctniiuJatctl male- 
rials and kept in a clean condition to start work on the 
next day. 


3317 CiniiulaUon al iilatistics 

Add up the xunistics and ]>ust the figures tti the 
Daily .Statistics Reghtcr. At the end of earh week, niunth 
anil year, strike the c:uinu]aiive total. 


332 IhscHARGiSG Work 

Dischaigiiig work consists of ^l) Renewal ol loan; 
<2^ Charge of private projicrty of readers; (3) I3is- 
cliEiTgtng of loiirt; (4) Keruvering overdue iMoks; anil 
(35 Ollier rot nine. The man in the dischaige couiitei 
1 $ the first person whom the reader niecLs in die library, 
lie shonkl iherelorc give him a genial welcome, answer 
Jus (|iierics and makes Jtmi feel like w-alking into thr 
library and accepting its .sei vite. At every hour, the Uoui 
should he entered at the end of tiie last'filled.un line in 
tile galC'Cegistcr. 


3S2J 0|)entiig Routine 

,\s the first thing in the morning, pick out. Itom 
iliK coupled tickeupair standing Ijchind die date^tidc 
ol tile clay, those that have white slips in them, flaiid 
ihcm over to the chaining assistant so that lie may renew' 
the loans. 


3532 Reception 

When a reaiter np^rroaclics die entrance tvicket-gate, 
receive liim in a genial way. This does not mean getting 
into convcisaijon with him, T:tke diaige of ah his pri- 
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vatt pruperiy iiidudiii}' kifx>ks, siitks, iiDibrctlaji. ba^s, 
liuxci and receptacles ol all ituris (-ivc him a lokctt in est- 
changCt place its on lii't prof^iiy itnii sec that he 
writes in the gate-register correctly and luily, 

DiMiiajgiiig 

tl the reader has* a libraiy Ijouk to letui'ii, lie should 
Ijc trained to present llic book In a helphil way. He 
should present il with the liniU covet tliiown open w 
that the mail at die cotinttr cuti easily read tlic tfaie 
label. He should also lie tmiried to res|*ct the rule ot 
tile queue. From die htM doc tlale stanipeil cm the date 
label and the call nuinbei ul the book u'ritteii on it, 
locate its coupled tirket-pair. lift-ii u]», ijisert die tjook- 
ticket into the pocket in the tiate-ialiel, pros'ided ihi' 
acec-ssiou iihiiHkt in the InJok-iickei is the same as that 
on the date-hibel o( the book. Jl it is not von have pii ked 
out a wrong coupled tfckct paii . ymi rtiLMt rcMore h m 
its place and begin again. Il it is alright, pull out ihe 
reader’s ticket from the coupled-ticket-pair and hand it 
over to the member or hifc agent asking him to verify 
whether the ticket is the right one. Relea.se the wicket- 
pte and admit the fiersoii inside the libniiv. fnsei l the 
bwk-acket into the jmeket at the bottom of the date- 
label ol the Imok. 


1S23] Hfiiimt-ti rolwwejf 

II the book tirket docs imt contain a red slip, njya 
the book on the leturneiMsooks-sfieir. if i, ro,,tarns a 
mi sj,p. ,t « a itcsiiokfu hook. Deal with it as ijrovrdcd 
in Scetion .!|33 and its snb-dtvishnis. ,\s and wlieti the 
retitrnrd4>ooks.sJurtf gets rdletl tip, the bneks in it 

should l» trmisferred to the retiiriJcd.!moks.1iiiys in the 

Stark room, ^ ^ 

If tlie date-'jpatc In the daie-lal>el of the retuiiied 
hook has bwn hi led up, jiasic liorm a new date-label 
and enter the call number and accession niimlier of the 
it^k at the proper place* in it. If the boot h in a da 
maged rotidittoti. keep n aside in the (lamaged4>ook. 
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>hd(. Jl it li:ul i«m IjOiHjkcii. write to the iiiejntiei: tuiu 
UTiicil tli:ii it had tjcen set aside toi rejxdr. 

Overdue iktuls 

li a htxjk letLtriieil is uvcrtluc, its euiipled 
will i>e behind an uverdue-guide uiaiketl in aiiuaa- 
. Belure liaiidiiig ovei (he iitket to tiie reader, suggest tt> 

* Jiiiu gently to rirujj the rojiis Into the cnns^ieiiee'lwN, i! 

he dtx?s not do so Jiiinseil. J he nld nicthud had been 
to eolk'iit tile overdue diargcs lioiii iiiiii ami give litin 
along with the lieket a dcfjited overdue-stainjr oi the 
torreet value. AikI even older still wav the jrractice to 
prejjare a nceeipt in the iiitstellaneuus reieipt book, give 
(lie original tu the leader and ret,tin ilie duplitaie as 
fdhre e<J|>y [| the rentier has not bruiiglii task, uTile tiie 
.'iitioutn due from hitii on a slijj i>i ]ra[jer initial ami 
slate ii. aiiLuii it to Iris ticket hy a jein-cfip and file the 
liikct in the kepi-tjrkcts-tray a1phaljctic.dSy by the name 
^ o| tile reader. Vsk tlie leader to recover his ticket 

witen lie pays iiis overdue diarges. 

5325 Rush Hnui’ 

in I' util liotiis. the process ul Inca ting die couuled 
tickei-pHii^ may hoki ujj readeis at the eiuraiirC'gyte 
resulting in a long (jiieiit and the hicak-down of their 
paticiue ami leinjrer, A similar undesirable siiua- 
^ rion may also be neaittl ii any casiiul mistake had 

mciirresl hi the arraiigcmeni ul the r<mjiled iirkct-|iairs 
ill I he diniged tray am! you have to iumhft alxiut hw 
lilt' rirtreet ticket. 'I his Itiuihling in die ptesctice ol 
readers will induce coiirnsion and a sense oi itdeiiority 
complex ti'hicli wiJI worsen oiir riifiacitv for work. \ll 
I IK is umJesirable. It Is to obviate all these undesir- 
fthic contingencies liiat yott .ire provicied with a suppiv 
ot minilieied twin-tokens. The moment vmi feci tiint 
stagnation licgins, insert the iKwLct-member of oiic of 
tht! numberc-d twm-tokens into the lmok.t>ocket at the 
lottoni of ihc date-label of the book cetumed and hand 
over Its jjIaiiMiiemiier to the reader in exchange ftw the 
hook, and request him to take his ticket when he icavei 
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ihc libran', or if, he Mants to go IkicL immediately, the 
nevt lime he calb at the Jifir.try, Onii'i jnii, nudi 11 tRink 
on Uie dielf rtiieiTecE For hnoks retumircl. Tut all Hidi 
books ott tile shell (or IEek 1 -tt|] Ixiaks. When you gel 
lespiie from ilie iiiitrduiig'in cif reaileis, take up eadi 
of the books iit lire iH'hUup-bout-jiheH. Iixuie its toupl- 
imI iicket'|»:iii' svith ami ivhcn 11 is iotmtl, 

insert tlie proper iKRik-iicket iti the br:ok-{irH:kct. Iiiiviiij> 
laktii out of it the |>ockel-mefiihei' o| the tviiRtokeri, 
liibcrt the rearicr's iitkei into that [tmkei- iiicmlier. Plare 
I he book on the reitirriptl-lKu tks-sliL ir or l]ev|Hiketi-l>ookv 
shelf or dtmia^d books shelf as the tase mav lie. File 
the coupicfl tirkci-iokt;ii in the heftI-U|j.tickets-tray in 
the order of ihe itiiinliers tm the token. Wlien the 
rcatlei ralU for his ticket, tollcci front him the plain- 
nicmi^rs of the t-win-iokeii gis'en to him in exchange 
for his book. ]titk out rron tlie helil-ujeikkets-tray tbe 
torresjsuiiilmg coupled iiekct-token and band over the 
ticket to the reader. Ci(iii|>le tlie nimdieril tokens 
ar,s! flic the coupled loken-ptiir in the |iroijer place 
in its tray, 

3326 Trimming the Clhaigetl I'ray 

From liinc to time rhue up the coujiled ticket-|Kiirs 
in the charged-tray so thiii they :tll stand eivnt and fill 
lip each tray ligtiily. In so doitig tio not nmve more 
than five coupled ticket pairs at a time, as othcnvisc 
I hey ni.iy slip out ii tuf muse disorder, dclav iind confu¬ 
sion, 

3327 Kcneii'id 

If a inembei or his represent:!live asks tor renewal 
til a loan anil if U is due on that very ilay. (tx ate the 
totipled licket'pair. ff it has no rir<|-slip indiiaiing 
•'•sing Ix'en Ijcspokeii, pass it oii to LFie charging tont|. 
ter for tiiargiiig. If it has a red slip, iitfntm the pcTson 
that tile renewal iti tigt possihic. 

3.H271 De/cried Hritewa/ 

tf the b(x>k is due on a Jaicr dav. insert ,1 wliite sliii 
into the coupled tickeLp:iir. This ivtJl remind von to 
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Ytncvtr it nn its due ilnlc. If tJie liiMik aliesdy over- 
due. ihiit it K stm ami that tliL^ <iverdiie {Uarges 

shouftl lie <lrOp}>ed ititfj the coii-^cieiue Ikjx. If die 
(OUpled lickct-piiir li;ts ii red slip, infnr^ii die memlK?f 
nrady nr by kner (if he hatl written fnr rcnevvall^ that 
the reneu'iil is iifii j-Miwsiblc. 

*^32H Cllosiii^ Routine 
3!t281 hiserthiii 

Ai the bst item in die ihiy''^ wnik, insert, at the 
very end iif the (har^cd-tif keis, die date j^iiide of die 
day on uhuh the iMutks diarj^d in the tinirscr of that 
day iviU fall dite. Get the sorting tray frnaii the man 
ar die charging counter and transfer aJi ihr isrket?s lu 
hehhid ihat guide. 

SII282 Ctmnge f>f Otferditr Gwfdrs 

Beginning with the liiglu^t denominatioiL replace 
each nverclnc gnide hy the nne showing the next highei 
denomination of money, if the next day h a working 
day. If ft happens to he a hoJIihiy, the reiilaciiig rnci- 
due giihles shotdd lie the approjiriate fiiuvsp 

.132^3 Gownf of Ot/ri'diir 

tmei in the nvcrdne-iirkctvTrgtstrr the iiiiiid>er of 
rntipleil tic let-pa its standing tiehind each overduf 
giji(h% 

332^^4 Ovndur Xotifirafion 

W'l ite out an overtlm: fioLiic raid Ut eai h til tJic 
couj>le4T tickL-L-paiis standing lichiiul the civrrilne guifk-s 
of two annas and nine aiiiuks and des)>atcb thenL 

5icitd registered tint ires for each of the ctmplctl- 
lickei-pairs standtng I>ehind overdtic guides of oitf^ 
jii[>ee. In the case of tho^ ivbirh lie Irehind overdue 
guides of one Tii|jec and seven aniiafi make a personal 
call on the iMeuiheni aiul take every other neies«try step 
siirh as laking the help of ih^ guarantors or others to 
recover the l>ooks, 
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:J328H't Ptitthtfi Up Gate-Jingiilei 

Pill up the Bair-iegisiei' iJieti l(tr lUc next tby. 

,’iS 28 (i Du magi'll liooki 

rr;iiisfei' ih;- IxHiks in the to 

lilt landing seciioii, 

333 BespjjAKixfi Work 

WlieiK^ver a jienxjti to beijM:uk a Ixiuk, give 

Inin a bespeaking t::ird. ,VsL luui to emei irit- ralJ iiinii- 
hcr, author a ml title oI Uie itiiil Jiis ou'ri address 
in tJie proper places and to alK\ the jvo^Kr ^xHtage 
stamp in the projjer place. In tokeit ol your having sitiis- 
fied yourself that die jjcrjajn has fiiletl up the iictTssarv 
pantculars cttriectly and afhved the stamp iuitini the 
fard at the left hand Itfuuiiu corner and stamp the date 
of die day just r.eai it. Hiett place the t ai'il in the tern* 
porary Itespeaking box. If there i* alreiuly u tarsi with 
the same tall numljct jmt the figure ‘I nr 3. etc., as the 
rase may Iw. alter the date stamfi. 

11331 tjiH.ating 

,\s pick-up work lake earh of die tarils mu of ihc 
liesjteaking l>ox. l.ticaie in the charged tray the coupled- 
liekeupair whith has the fall tiumher mentioned in die 
bespeaking card. Prejrare a red slip with the name i>l 
the hcsjseaking niemlter anti the date of hespeakiiig athU 
ing dte serial nutnlier thereafter if there is one. Insert 
litis netl slip tnsitle the hook-ticket. If the lM»tjk-iirket 
is not found in the diaigctl iray hut iJie luigk is in thtj? 
I^poken sCiL|uente. insert the rwl slip iutu tt^ Imok- 
ticket. If the hfK>k k not traceable at all. search for it. 
and do the needtul. Enter ueai the rigJu hand Iroitotu 
rnmer of the liestieakjng card ihc tl.aic on wlricJi the 
Ixrok is due Itack in the library. Insert the brspeaking 
(urds in the be*[»akirig rartl.s 1 kj\. All die cards in it 
shoulc) stand in tJie order of the rljtss ntim^rs of the 
books bespoken. H there lie iivo or more lies|>e.ikin» 
cards for one ami the same hook, arrange them among 
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iIiciiimtIvc^ in ihc onlcr ol tile tbies on wiitcli the 
bes]xjken tariU tvcic reccivcil. If iJiere be two or iiu>re 
]A‘^peakiti» rartU li>r one aiul vjine book nnit Vi’itli 
oae and the Minie datt >taitip, aiTangc Uietu among 
thcni-seU'es m tlie order of cfie digit enured after die 
dale stamp putting in the serin! mimltCTi after the due 
dale in each of the <iird.s, 

521^2 bcspilcn H<h»Ls !iheii 

1 he liesjaoken t>i>oki> letujnetl to the Jibraiy :irc to 
lie titiu arraiigctl in the tlesjioken Ucaiks Shelf near the 
rnIntnre-jpite in five sequences, vi^., 

d. Zei'oih Mrqtieiite cotisjsiiDg of the ixjok» whiisc 
iK.’sjicakiiig Ciirds has’e not yet heen fonvardctl; 

I. Hrst sequence coiiHiiiinjj (jf the books whose be- 
sj^eaking cards ivere fonvartled on the day; 

a. Second set|iteure cnnsisttiift; tiJ the [>ofik» whose 
, l^si)eaking rants were forwarded one day earlier; 

S- Third sequence consisting /if the books ivltose 
hes| leak) tig cards wm* for warded two days ear¬ 
lier; and 

•1. fourih seqi/eiue consist Jug of l>ook> whose lie- 
■speakiiig cards were forwarded three days earlier. 

1 he IxMiks in each of the svipiences are to be kept 
in lilt* order of their rail niimbers, "I he sequences arc 
ui he separated by guides, A guide is juii a strip of card- 
liufu'd (i inches bv 2 inrJus. w'idi the sei|uciire iiumljeT 
WTiiien fwoiiiinriitly at both ends. 

Xotificatioi) 

1 (iwauls ihe end oi die day bur in good time to 
^ich the last mail of die djiy. lor each of the vohnnes 
in the yern setpinire pick out ihe related bespeaking 
card from die liespeakiug cauls Imx. [f there be two or 
ijioie 1>es|U'akti.g cards of the same volume pick out tiu- 
one which is the senior-mnsi ai determined by the serial 
numhet after the due tiaic entcreef at the left hand bm- 
lom (wncr, J’alK the volume with the entry in the lic- 
speakiiig card and sign x-ind despaich the bespeakinE 
card to the member concerned, 
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Changing Sequence Cards 

As su4>ii ail Lhe ijespealung rard$ are dcsjimclicd, 
I'cleasc all the books Ivchtnd the sequence guide nuin- 
iKrred -U Examine if they liave been bespoken by otitcts, 
and if mi, iraiivlL’i’ tlicin to the /erotli setpieiice fo lie 
neicjy farmed thereafter. If not, place ihem in the 
lem[wr:iry replacing table. Then, shift the seqnentc 
guifles ill Lite appropriate manner. t.e.. shift guide 'J* lu 
the phiie of guide ‘3’: gnide to the place of guide ‘£'t 
guide ‘2’ lo the place oi guide ‘J’: guide *1' ii> die place 
of guide 'IV and pl:ue guide 'tV so as to cover the Ixjoks, 
whose bespeaking cards arc lo he fortt'ardeJ on the 
next day. 


33^ Chargino to Braxcres 

In the case of a City or Rural Centml Library 
whiih ijeriiKlically sends mu hoots to Branch Lilirariei, 
prepare tsvo hook-tirtcis, instcatl of one. for carli luxik, 
When a hewk is sent to a hramb library, iransfei one of 
the liookukkeis to the charged imy allotted to that 
branch. J he Imok-iickels in lUis tray should lie arrttnged 
hy mil inimliers. Tlie luiok Itself is sent to die branch 
with ihc second book-ticket inserted in the bo(}k-]xirkct 
•at the end of die datedahel. Thk Ixxdtuicket will lie 
usetf by the branch for its own charging and dUcItargtng 
ivorL* 

It may Ik- desirable to have a Unturnis.s ion register 
ill which the number of honks transferred to a Itranch 
is emered. The rolnmns may lie: (1) Daic of transmis- 
sioti: (2) N'umlier of lasoks transmitted; fS) .Signature 
of die person iransmitting: (d) Signature of the car- 
Tier: (*>} Signature of the jicrson at the Branch I.ibmry 
receiving the volumes; ffi) The Number of volnincs 
IereivecT hy liim; ami the 0*ttc of Receipt. 

A sfmiltir transmission register should also Iw 
ni.ntntainctl by eacli Branch Library for rcttimiim the 
iKioks bark lo ihe Ceniral Library. * 
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335 CHMtGijrr. lo Ueuvrev iiTATJOss 

H a library ba^ a LiljraLiijm: (—Tiavelliiig Lil> 
rary) whirh calls at Uelivcry Stations reguLwIy, iJie 
1 ibrachine shmiUt lit treated an a hraneb Itbi^ary, so far 
as wort 31 iJie CJftitral library goes. In ihi libarcbitie 
iiAeir. it may Ire hrlplnl to Imvc ilie foiii>ktUnrkt't-pair 
arraOKt'd in llic charging nay Rrsi by ilu* oariies of Deli- 
vm .Stations. Ihwe belonging to anyone itelivery 
Stations may lie further groupd bcliinti the tine dates. 
Those liehind the tine date shoultl, as usual, lie arrang- 
eil by rail numbers, 

1 ransmissinn registers on ilie lines of those fur u 
lirandi Library should b(. maintained for eadi Libra- 
chine. 


34 Lost or Damaged Books 

Ocnisionally it fiap]]Cm (bat a rcadt r loses a voJiniie 
of the library or damages it, Ti is oIjvjoiss that in the. 
hirmer Cicse he should be a-stci! t^j supjdv (he library 
with a fresh copy and that in the laiitM case, the ireat- 
mein to be j^s'en will de|iend u(k)ii tin, extent of 
dnnutge. f he s'oltntie may cither be rejsaired locally or 
il the damage is tot) serious the readei may tw asked to 
lurnish ihc library with a fresh ropy, 

•I 

,341 SPECIAI, DE I’OSlT 

If the derision is to ^et a fresh rojjy from tlte nsei. 
Iind Alt the iiiiblishcd prire of the Iwok from die arces- 
sion sertion nr from trade lisis, as die case may lie. If 
die fiotik is a rare nnc, it tnay Iw iietcswry to estimaic 
the fiirrent price of die book from second-hand fnla- 
lognes. If the derision is to liaep the Imok repaired Inral- 
ly. get from the binding seflirni die estimated rest of 
the repair In any rase, make a liberal I'Miinaie .so a> to 
ns'oid die (niiltngenry of rcros'cring excess atnoitiil finni 
die user at a later siage. It i.y always ea.siei* to refund 
the balaiirc rather than rerorcr the excess. 

,\s soon as the estimated rost is obtained, in tor in 
the tiscr conreincd in |}erson, if he is present in the 
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library^ ur by leiitr iibuut tlif amoiiiu imd ask him to 
piy the :is u sperial inidic^iptcly^ 

As Sfjoii ya ilie U!^i the ^petial depuML, Jtr- 

teive the ;kiai>uiii anil prepare anti 1*1 ve him a receipt 
for the anioiinr. The amoimi h to l>fi traiiMuiiied 10 
ihe hnance MJrtion ai ihe end of the day ahmjj wtlli ilic 
rribre) In neons roliei tioirs. 

As soon as itiQ rereiptJiiji; ^Ijecial tlejHJsit is ovet^ 
pick emt the related coupled ticki^t-pair. Place ihe biioL- 
rickei ill the hHi-^ohii’oes-setjueiKe aiiif reiurii the rea¬ 
der’s ticket to the inemlieJ. If it is a rase of fl:iniaji;ed 
vidiiiiie, it niLiy happen that the user is not a iitemhir. 
Ju ihiif rase, sintply ininsfer ihe lic'ok card to the losi- 
vo! »mes-sec| u enre. 

, J42 OvEROieK Leva* 

'Mlere is die tjuesiion. how lon^ overdiif diaries 
should Ix' allowed to arcrue in ihe ertse of lost or da¬ 
maged volumes: 

U Fine may lx rnade to accrue lill the fresh eopv 
arrives! 

'd. The levy uf the line may lx stopjX'd wjlh effeti 
from ifae date on vchhli speriaf deposit is psiitl liv 
the user; and 

. 1 , 7 ijf levy of line may lie stopfied with effeei from 
ihr d;ne on ti^hicfi ihe iiotiVr of loss is ^ivcir 

The adoption i>f the lirst aUernative h rather tCM^ 
hard tn Indian libraries as it often hapjieiis ihai a fresh 
copy of ihe Jmofc has in hi- procured fri>m fnreij^ii 
countries. It lakes not less lliaii iveets for the Iresli 
ropy to arrive. It is doubtful svheiher it is desirable iri 
continue to le^-v rme for surh a loiii; tiine, 

A niorc humane a iter native seems to be rhe adop¬ 
tion of the second one. Hut there is a tiiriuiu abuse of 
this alternative by certam timtrupulou^ members. In 
this alienijitive, it is o}ien in a member who wants to 
rt iaift a bonk for a Innje; Time after ihe due date, to re- 
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]xyvi loii of the bcxikn [iny Uic -h|jeci;il aiiJ prw- 

ihict* the oltl LOpy :tftei‘ he ihj Ifjiiger jreijuirc^ it, ivilJi 
the itory th^ii he hiisi icLovered U jirnnchc^H'. So!iie nieni^ 
liers Hitminh to ihe temputioii to tlo ilm, c^x^eialty 
iit llie rase of UcKjtji of toprcjl jiiipuriEtucc anti pnrticni- 
liiry [e>;,t-hoak^ \^'hith :ire of iiii|>orL^iicc m ton 

net;Lion with exiiniiomioju, j ivontler whether this abiisic 
ni:iy iim I>e ffiinrded hy providing iliiH lu case 

returns ihe old lihritry ttipy he shoiilil pav ilie fine 
till tlir <l:ite of reiuni. Hi fonrse in this rase we have 
no means of clistiTigtiLiJiiiijt^ iteiiuinc hsvs niid ri!fi>vcr\' 
iroin jjietentfet! loss ami lerovery. 

"1 he ihirti altei'iiative h not <[Lsira|>li:. Ileraijsc spe- 
au\ de|>Oft[Ls arc not easilv fort!icomiiijif unless the fine 
is made Ut artriie, until the tiale n\ paymeiii of s^jccta* 
tlejKjtat tJie library' has i€i u'au fmiclinitefv £oo^ m j^et 
the sficdal dcpadi. 


i 42 REPT,AeJiM:^Nt 

In the case of a lost Ijook* eithei ask tlie readei to 
piinrh:tse a fresh copy oy rake hi\ nT'itieii couseiu loi the 
librai7 to ptJrthase it iin his liehall- \s soon die fresh 
lopy iirrives. pfcL out iis lw>ok tic kci from the losuliook^ 
seipjyiUe, nattach llie tlat4r Itiheh entej' the accession ittiiU' 
liet in usual platt*^^ attd iiL^rt the h^iotiifkei into tlie 
IMicket at the liottom of the ilate-hilK^h Atfv'is** the reader 
that die hook had hecn replared and «tt(e his special 
de|]c^siL aci'oiiuL The ilan^ajjed ccipv may then f>e retum- 
etl to the mciiil*er (onramed yvhh the folioidn^ endorse- 
meiit written cm its title pa);e: 

‘-Thij copy has been replaced by □ fresh copy by 
thk copy is given awny to Mr,_ , .This Is 
nu longer property of this library. 

LibmriBu 

{N'sme nf the Libmiryy"' 

!i the bonk is not prof:iiraf>lc* esen seem id-ha tub 
write off tlie IjooL finm lift stock of ilie fihriity and 
appropriate the speni?! deposit to the libran fund. 
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343 Repair 

111 lilt cuje tj[ 3 dauidgeil Umk, ^ti ^ ilit lepair 
h;ls rf>tti|jlcttfl ill lor ui tlie I'oncerntd aliqui 

j| ;iiitl stttic liis sjjeriiil iltposii atcounL 

35 Members^ 

I ht wiiik III u liUiary in icgartl lo llltlJll3el^> uill 
lon^iNt (iIt (I) Aitriiaiiig rntniiim lo Jibrary; (-) Ad’ 
ol iiitnil^crH; (3) Renewal iil iiiemtierdiip^ (1) 
lj>si ikkel etc. 

351 liXTENfnON I^KRVICE 

It is one of lilt baiic ilutics ot n publk library to 
make everj' rt^ideiit wiiliiti iiv iuta a ntenitpei ol llif 
liijntry. For thifi pur|Kise it ailopls |Mibikiiy intilmiFp 
>mh ii^ ibs*^ icftncil lo in Cliapier i- Wiih the saint- 
etui in view a |Jiililic libnirv iiigaiiiscs ;ilso Exieniiott 
Service ni variouf^ ktiiJs. It iiuiy arrange lor |Uihlit Ivr- 
Hires by jiieniljers nl the libriiry .hi all of sehohm in die 
loialitv i>r di\tiiigiiiHlietl visiiiois to the Uiraliiy* In eou- 
neetton ukli a lecture sjiei ial 1 catling Sisih may be pits 
jiamt ;nul disirlbuuxl to the aiulieme. i lir hook.v 
lieaiing on the leciure may alwi l>e exhihiictl ai ii van¬ 
tage |Hiiiii throitgb ivJiicb the atttiteiice will have lo 
p.tw Mie public libiary may nlm prepare leading ]hi^ 
and iii>irtissioii progra mutes in connection niili ihr 
ludin i^ervice in ihr 401111117. It i'^ also iisiial lo alloiv the 
learned iKnUeH in I he locality and tit her ciliiwn^ciiRan Na¬ 
tions. wbicb may need tMKiks id iiieei in ihe libmrv pre- 
iiiiseH, When they do meet s|>ctial readinii Iihh and 
_e.\liibit.i4?ns rHay be used iis die means lor ^maki ng the 
(jiaijile iiitertsicd in the libiaiy service. Anothm biriTi of 
exiehiiioii service h to promEitc the fortmiiioii nl readim;' 
r irrlpH aiiil giviiie them sjx^^ria] faciliiits to meet in tliv 
lihrarv^ premises and discuss reading roiirsc^ and the 
fmclings of the members. A public library niay also 
rake jjarl in local exliiliiiicriis of aU kinds. fi imy also 
celeliraie Iivak national and tn tern at zoo n! festivalsn 

ming each occasion to harness the sjicciaj curiostty and 
imerest nf the mcmliers to make tJieni use the rele- 



ClkClVLATlON WOkK 


353^ 

Viiiii tjwiks ill thc'liln'iiry. In t1i!^ prtwnt High level al 
jjtiiei'iiiv< |iiil»lii: Libjnirie^ Jii hitliii tlioulil itt>o ui'g‘jui&e 
iTHtliiig ol btxjlui tu ihe illiicimcK. In ilmu ihc puhlk 
lilirjiry !<hcnilil 1« an iiUvIlettual teiitie ol ilio lucaJily 
wlicri- Jitkitil eilni'atjoii of dvery sort i.i lieljH’il, 

35 > Ai>lu^S[oN 

W'licti a [wiiun to bedoint- a tiieinlxT ol tlic 

libr:it'y give liiiii two iippHtatioii raixb. When he givcb 
tiiciii l)atk duly hlHd, lih^aniiiic tardnUy il all the tiCiiiN 
liave been Jilktl up. vuijly Lhe atcuritt y ol the itiucracnis 
anel a Ho tin.* yigiiatnrcy toinutiud in them whenever 
iicresiiary. IJ there lit any di!i(;i'fr|]uni.y, get it reitilied by 
file a PI 1 1 lean I. As itoofi tut you are satislicd that every¬ 
thing ii in giiHr, seiitl hint into the lihiary in ai:i|Uaini 
luinsell tirith die airangemetii :ntci lo gut inJuatcii into 
the Ubraiy Mn-np and ajijiarattis, Aiimher luenilietr ol 
the Jtitlf—the referciite sLiff—may be a‘>keil to help him 
in tliJ%. 

Reinuiiber that iit the rase ol a |tersun who tioi a 
[ax*piiyej' ol ilie lu*-:ility, he >>Ut>iild be aiiked (o ufnaiii 
the guarantor's .signalore on one i»l the applicution lards. 


.S521 liekets 

Ulieii he ii tliin ntfceji care oi othcnvisc, jjrejiare 
the nei.essary msTiitxi ut tUkets ol the projjer rolonr iti 
att'ot'diiiice n'ith tin* rttles. kadi ntemlxtr ?ihottld be 
giseti il Menilwr-Nninlier. Apart froni llic serial tidniis- 
sion nmnijer which will he pul in the applitation l ardt. 
the ineniU-r-tiumber aUo shonltJ Ijc in it. li will lx; a 
great coiiseiiience if the iiii'inber-nuinbcr is so (onstriict- 
cd that il is a shoii rcprejetilatiou ill oiditial nninbcrs 
of the yeai and moiiih in whiLli bis liikeLs will empire 
anti slioiiHl lie retuructl for rcjiesvai and the laain subject 
of interest of the reader, as detemiiutfl by liH st^-ation 
ami other I at tors. "I'he e.\anip!e given in .Section S22 will 
make this dear. Plea.se refer to the pkiiire of Reader’s 
Ticker (front) given in tliai section, Tiie Member-Niim- 
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35 ll LlBR 4 ky 

bcr »h[>wii in it is Hcrt 

LHMj = Expires in June IflK 

— Acrnnuut)e;tl Ettginuei’iDK (Subject of iiite- 
tcsl or vocjttion) 

ri = 'Hie itieuiUT is the tu'clfUi t>l lib t lus^ 

3 = I hirct tit ket <i( the nieiuher 

I'he life ol a resuierV tttkel luay be fixeil *« 1. 2 wl 
j ycHis iiccuj'tlin^ to local cutiiLitiuiis. TJie tickets shuitbl 
be initiullvd and datwl by Uie bbrarian. W'heii the iiieiii- 
l>ei tomes l)«t k to the rumitei', Imutl over tiie tickets to 
him. 

35!12 Eiliiig 

l owaiUs the time ol the thtjr. take the acliiibsion 
tanis tif all tJie lueiitberii atiuiiticd tn tlie ti>ur>e oi the 
day and aniitige one stei aiphaheticalJy by the %tiiiiaim.s 
ol the inetnliers and the oilier ro by the .^reiutier-Niiin- 
liers. File the tnmier in ihe alphabetiial register of 
luemlierv File the latter in liie classtficd register of 
tneiiiliers. 


353 Ru<i£WAi. OP Membership 
1 lie jtersoiis at liie cliatgiiig and ilischatgiiig rouii' 
lets shot I Id detect the Reader's I'tckeu tthich are iu or 
alter the mouth oi dieir expiry. The iiieintters loiitcrn- 
«1 should lie advised to piesen all their Liekeb at one 
time amf get them rciievved lor a luriher (K-riotL As the 
lickeis arc renewed, tlieir old apijlicatioti ctirds may lie 
transfeiTcd to their t'es|>et‘five neiv secpiences with a 
Jiolr ol their dates ul tciiiisfer aiid u itb any iihcmaiiniis 
that may lie nciPssjiT) in them. It may lie a gocxl habit 
III make a list ■>( the expired adtitissiori cards Iviim hi 
the rlaxsiked sctjueiHT find out [he menjliers concerned 
and get the tickets reneweei, 

354 Lost Tickets 

1 he experieiiee with ease* of lost tickets in .the 
Madias (Tms'ersity Library is of some interest. For some 
years: the fnljouing firaciicc was adopted. \Vtienes'ei a 
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lucRibcr notilK.**.! nt (icLcu, he u'a.i ii^kctl lo lepin i 
at the end ol three months iJic reiiult t>l his endeavour 
to ijace (hetii out, ». ;a the end ol that period, he was 
unable to trace them om duplipate tickets, were 
givett witliom anv tharge. It wit* lound that tliii pri¬ 
vilege was abused in several ivays. Aiter taking the 
duplicate tickets, tiu' old tickets were ulso presented. 
The tickets leinuEcd ti> l»c lost were soineiijiies presenc- 
t’d by the relatives oi the iiieTiiliei's, the relativeii SL3Liti|' 
that die nieinhei gave them the tlikeis foi their use. 
Some meiiibeii jcjmrtetl iosi ol titkcLs Jeiwaledly alitiost 
liiJc the tickets ol sfime iiieitiliers were 
Iwked up in the library against fine due from; theiw, 
they used m come nioiiths latei with the story that thu* 
tickets were lust. Dut- to rme cjtttsc oi other, notice ol 
lost tickets lanie to lie tvceherl ahnon every week. 

riteii, it was Iclt tliat wnietJiing should \k done to 
help the lurmatioti ul a Jiigtiei sense of responsibilitv 
ill ihe niattet uf liliiaiy tirkcls. The prtitlicc that is 
n<»r iollowed is tu charge a fee for the issue of dnpli- 
cate tickets and lu ask ihe iiieiuljcts to eNwutc an indetu- 
iiily Imtuh It ts m«v a year since ihis practice was iii- 
trodtitctl. VJthotigh it is not liappy to have this pro- 
iX'dnre we have liatl from the e\|K;rieiicc, liierc are 
reasems to iKdieve that this piacticc is having the 
uesircal re^uilu 


35 U Observation .Slip 

Wlun a Timmlicr notifies loss of a litket. sciid him 
a ujpy r.| the rtiles regarding I(«s uf litkei and liie jirp- 
mluu- dial should lie adopted, 'riien piepaic an f>bscr- 
yjiiinn Slip. Hiis should have the ntimlier of the ttcktt 
Jii the first line, ihe name ol tin; incmlier in iJie next 
hue and the date nl notiee of the loss of ticket un the 
thjitl line. The Ohsci vation Slip* shoidti t>c kept in 
the observiuion slip box in a cla.ssifieti order. 

Sui2 Detect inn \V'ork 

As :i pick-np work the person at tin disdurge- 
tuiintfi slnnild examine the charged tirkets-liay to lind 7 
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ijul nn) oi ilic losi ticket lies chiiiged. ihc niitn ;il 
lilt' iCHJiitci should h:ivc bclotc liiiii ;i M^l 

fj[ I he? niiHilici^s of tilt: itJsi lit kcLS ut taciliisue dt-tfi litiu 
in c;ksc xiny u\ them h fJircAonietJ. U'lieu itny ticket is pre- 
i-itruLcd ii imm Ik: filetJ in the kept-tiikcis-ifiiy with ihe 
iicte^iiry iiipic cxphijiiinn^ the circmiisUiKe^i ui ileteciitni 
anti lire owner shoiihl (>e noUHetl alKUit ii. It xniy iiial- 
pracliie is pet:led, it shnuUI be pursued m a projiei 
way, 

3513 Pii|dicate i h ket 

At iliL cxpiiy ul three ijit]iiiii!i^ or, whiilevei fxriod 
is provided therefor in the rules, ihe iiieinijer roncern- 
ed nuiy lie nvked ti> make a re] Kin a hum ilie resiilEs ot 
Ills ciideavtiur ui Liiiie the lusi ticket, [j ii is still iioi 
foiiml, he may Ih' iuriiishetl with a draft form of tiideiii- 
iiily and asked lu prudute the botid cm the apprci|muie 
siaJi]|i pajier- J 1 the IkmkI h In cunecE lonu he may be 
asked to pay ihe dnpliruie ikkcE fee |ite^Til>ed hy die 
rules and ihen u duplicate Ucket may im given Ui him 
with ihe tvord 'diipi irate' wiitlcii aciu^ it. 

Overdue and Other Cullections 

I he comner is likely lo tollert iiimiey as uveidiie 
charges, s|jeciLi! tieposiu Eiml fetrs for tlvipliLau: iJckels, 
f>|teii ihe toieicitucc-bfjx liefore die attmints se<'iion 
tliwi's ami hand over 10 she Atccjiiiitani ihe tmai sum 
rrteiv'ed oti all ihe three heads me lit toned above. The 
dale and tin: amouiit dionld be enicreil in die Tniiis- 
iiiiwton Ee|;istet and the signalure of tJu- Aceotitnan:; 
taken on ii in token of his having lecdvetl the amonnE. 

^fpi Ovr.Ft^fE Stamps 

111 case diL' icjmek-Jicc* lju\ system is 1101 iiUJiodiit taL 
Imi die oveidue-sEamp system h ailo|iteth the coin 1 it:r 
siujukl lake a jK^i inaneni advance oi ovcidne sUtiips 
hooks worth Rs. 5 ?- or any oilier anion in fixed according 
to loraj cunditionfi froiii the .Vccuunianr Every evening 
the maximutn iniegrat nuinhcr of rupees ton mined in 
die i>vertliie collections of the day should he j^iven 10 
the accunnlH'int ajiil ovenlue stamp liouks of etiual value 
sliotiTil lie taken. 
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j 03 RECEIPT Book 

11 the auljt[aaiefl receipt Ixk# sysiejii is siiU in- 
shted otii the entire tullcttioits of the duy should be 
rcmilteil to thi^ accotiiitam cat'll day iiiid ihe signature 
o£ ihe actouiiuiiit slrutild be ictetved iu>t only in the 
transitiission regisltr luii alfluj cm the liacli itf the toun- 
ter-fon ol the hisi c:c*vtred hy tJie aiiioimt. Tilt 

transinission legistei also may give the inclusive ret:ci|H 
luiinhers tovertiig the nnirmiil rciiiilleiL 
37 Forms and Kesisters 


In what lolbus if ilit fii^t ieiiev ol liie cmle inuii- 
licr is W tJie fciini is oi almurniuily small si/e it the liist 
letter of the code luimitcr h 'C the lorm is of raid siw 
(3’'itSl''); if the first letter n[ the tanlc numlHit is 'Q' the 
form is of the tpjariu si/e amf if the fi«i fetter of the 
code numirer U 'S* the loenr is of the folio si/c. 

A66- Ovrrdiie-tabgi, Ovci'tlvie sUtinp sliuuld Iw de¬ 
signed in s fciiTu similar to a jtostiige stiimp tilth the 
mat of arms of the tihrary as tlic device. The value of 
eadi label should Iw marLtd in oiil- aima* H'ey 
should lie hfuiml in hooklets of Kt, 1(*. 

C612. jWc’jppdAmg iftyd, I'liutcd. H imitii iy|je. litis- 
tol board- Wlitie, 

One side is resersed fur call iiuintier, niiihor and 
title. The test of the forni Ls as lollotvs:— 

(Nbhic of the library) ^ Dale 


Call number. 

Author. 

Title. 

(The athet side) 

Dear Sir, 

The book mentioned on the other aide Is now avaliBbic 
In the Ilbiaiy, Kindly arraitBe to lake it. 

The book wiil not be ittsued iinlosa this card is pro¬ 


duced. 


Librcuiim 

.V.B, I, Write the address on the other side and am?: 
necessory poatage stsinp: 
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i!. (l i^n lie Hs^l ff>i- cutt voluiiid cuity, 

I Ilf Tell liall ul.tlie oilier side dtotikl lutve ihe 

foliowin^ words printed:_ 

Call Numtier. 

Author, 

Title. 

rile right ball is lescrt-cd lor uddixiss. 

CG14» (yutfidue nviice utHt. iVinittl. It jiuint 
type. Bristol Iwaid. White. I be tc.M ol the lorm i> 
as lotluw$;— 

(Notne of the librtery) Dale 


Dear Sir, 

The undennenliotied boek/books due Irom you uii 
.has/hove not yet been returned. Kindly 
return Hithcm ininiedlately alon^ with the overdue charger. 

C62. .Ifipliaitiim ctini. Ptiitleib S jioiiit lyue. ^ 

Bristol board. W'bite. Irat-, I he text of the iotm » { 

as led ton's on one ol the sides;_ ’’ 

(Name of ihe Ubnary) Date 

Aefinn. No. Member-Number, 

Name m block lelfers <WTitc last name first anti the elber 
IcUcTS after it in clrcuJar bradieta) 

Hftuse address. 

Biuancss address. 

Vocation. 


th„ Fitted so 

that ilw Iasi Ijne ends iicar the ijciitom of Ihe tard. 

Ill is will leave atiiple space between the lirst and ihe 
wtonij lines in write revised adtnisMnn niimbers and 
im inliot-iiiifnbeix for a ntimlrt r of‘years. 
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The tcM oti the olhcT side id Uic card should Ik: 
us lullusv*:— -- 

, I requtel to be iudmiHed bb a incniber ol the.. . .puWlc 
libitiry and J agree lo abide by its rules. 1 am a lax-payer 
and 1 reside in No. ........ Sired of Ward Ko.. 


Date Sisnature 

I am a lax-payer and I reside at No.,,..,, streei eJ 
Ward No,.,...... The persKin mentioned above ia kniwn 

to me. 1 rccnmnicnd that he be admitted as a member of 
the library. 

Date , Signature 

C04. fMl tkfit'l ttbsmiutUm Sic mil. Lodj^t 

paper. Hos. TIil' row bi-ndiugs arc lo he as luUows:^— 

* Name ol the member 
No, ol the ticket lost 
Dale or notice 

Date Ckf report o* the endeavour to trace (he ioet ticket 
Dale ol issue u£ duplicate 


Kemorks 

QtJi|. OtvithiH' fcjifilri. IVinietl. H |Mjiiii type. 
Ledstet piipcr. White. Lixise lc;d biiidci. 

The lUinthcr (d riilcs Iwhitv (he. luUuiiii liciidiiigs 
is lo Ik lit oil filth side. 

Row headiiips uftit ilie t(»lt arc lo Ik a* tollow®:— 


(Name of the library) 


Date. 


Address 


T^BfnC ii ♦ m a * 


Tfo. end tialure pC Ucket*.--^ 


Ileposit Nu. 





^ UflRARY MAXCaL 

* 

Ikluu' lhai the follDwtiig coiumu heAdin{i;s iue to 
be printed:— 

CaJI nt). (14 indted): iJiie tlatc (J indi); Return 
date (1 indi); Days overdue (j mdi); Overdue charge 
Rs. as. (1 incb); Dale of collection (I inch): Receipt 
no. (1 inch); Remarks (( inch). 

Q6V. AlisctUaimoui feCfipt book, PriiitecL H point 
type- 21 lb. printing paper. White. I'o lie lioimd in 
■looktets of 50. Each sheet is to consist o( a receipt 
form and its counterfoil. The boundary line between 
the receipt fotiu and the counterfoil is to lie perfomed. 
The text of the receipt form is as folloivs:_ 

(Xame of the library) Date 


Ser. No. 

Received from the sum of R«. 

pies - as per details given below:— 


Special deposit 

Fee for,.. .duplicate ticket 

Overdue charge on n book due on.,,, lOmit this 
If overdue stampG are used]. 

Date 

Chief of counter section 
Counter clerk 

Librarian 

Sfil- (.iatf register, lb in ted. Display type. 21 
lb. printing paper. White. To turn on the longer 
® S^‘ "The number of horizontal lines below the rolumn 
lieadings in each side is to be 15 and arc to be numbered 
1 fo 15. I he columns arc to be parallel to the shorter 


76 









aRCULATIDN WORK 


37 


I'he coluiiiii hirafliiigs. are to be 

Ko. (1 inch); If&me in tilotk letiers (3 mchesj; 
Full address 0 ioche^); Qualidcatious HU inehes); Tc^en 
No. inch); Hemarks Cl| inches)^ 

The text ol the form above the column headuigB is to 
be as IoUowh:— 

FLEASE WRITE LEGIBLV (Name of ihe iJbrary) 

^ Enter your name and address m token of your apiee- 

Ing to abide by the rules of the library, 

S62 Louh fWiuting j/iref. f ile vcriitul 
may sho^v either each liour m longer imervak toi lim 
period when die library U upeii catli tlsi)* juuI aliMi u 
sufficient number of culcfiiiiis may l>c proviiletl foi die 
toiab 31 ^>11 liable tiitenaU. say or.e at Id A.M.. aiiodiei 
at suitable intervals^ say uiie at id A. anolher at 3 
at 3 P. M., aiifJthei at 6 P. another ai 9 P* and 
\ another for die grand nnaJ, Jii additiem it may be -■ 

\ advisable dial colwniiis may be opened lo note ilm 

r actual number ol leadeis in the library at 

^onie important nioineitts to lie deetded according lo local 
ciomEitions. 'Ihc row-head lugs shonitl be ihe syniljoK 
for ihe main ilassts of MiblecOK and such of she suli- 
claises as are of sjx-riaJ interest to tlie locality. Eii re¬ 
tarding ihe count of hooks issnetU in u pariiciilar sub- 
jeci in a iiartitiilar liooi or lime iuienal. the lirsi iotir 
^ strokes may he vertical aitd the fifth a hori;ontal line 

^ across ihew four This udll faciliute rnniaiiig, A 

portion rd the Loan roiinting dieet is shinva below as a 
ssiniplLN 




3, p. at.—4 p- m. 

V 

1 

I 

1 

i HH tc 

7 

w 


11 

‘ * 


i 


TJ 
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S6U CtmstiUnlion foutiirng xhenL Thh may be 
^Linihii is* ilic Loiin Omuiing Nheoi. 

SK4 Chruloiion dinty (D^ily). Vht siiain head' 
ingi ol the column.^ aie to be the syudwjLs tor the i^jalti 
L lasses cit till' siilijeris and ^\Hh ol the jiiih-eiaMes jyi> are 
ill ^pethil jiuerest m the locality. For each siibj<:t;l“ 
hvadirig^ ihe siiilj-hcacUii^ii !i!miikl Imt ■Consuhaliuii^ 
l.nKin" Liiid 'loiar. There diotild also Ise ihe lolluw- 
iiig adiliiiQiiaJ heailiiig't:^ — C^raial ujIli] with the ^tlt^ 
headings tkjjisuJiaLiuti/ l.oan* anti 'ToiaFr tola! 

\tiiiiher of Reatler^i: Rcreipi fil Jnierdihrary Loan: anil 
Tssne til iiiier Li lira ry lawn. Tlic row-heat I iiigs dmiiltl 
he ilie ihite^ of the nionili with addilionaL ioh's inier- 
{jotaiesL ;ii |in>|iei‘ |dn<eh—hir total of the xw'tl. siiitl 
eiiiiHilative iriEal ioi the iiiuoth at the end of ilaies 
7, Ih 21, 2K aral ihe end of the nionilr 

Sfia Cirrukfion difity (Monthly). "I’lie moittldy 
Cdrrtibiirm Diary shonld have ndinnn4iradmK% sinulai 

tin? tJaily tiit-iihition diaiy. Its row-headings should n 

lie the nKnulis wilh piogre-ssive totals, that h ki v.iy ^ 

faimary; lebmars” t^irniilaiive lotah ^f.iiili: Cnmn 
lativr total: 

S6G diaty, The (oliimn heading slioukl 

Im*: 

I General Correspondence 

n AuthorlBaUon letters reeeivad; 12 Autkorlsalion 
letters lIJsposed; 11 Other letters received; U Other letters 
disposed: 15 Letters origfneted; 10 RemiTiders sent. 

4 Renewal and Best>eakln^ 

41 Renew^al requests received; 42 Hencwals done* 

41 Renewals rejeettd; 44 Bespeaking requests reeelvett; 

45 BeEpeaking cards sent: 4G Bespeaking cards untraced. 

B Ds^erdue Cards 

01 First reminder sent; 63 Second rmnlrider sent; 

03 Third reminder sent; 64 Registered reminder aegh 
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4 AdmUalcm 

Tnjt-paym; 42 Othem 


5 Henewal 

SI T^llt-f>aycf^^* 52 Others. 


n*ljn«s of Ttckets 



7 Lds 5 or 


71 Bc!«ks lost; 12 Book4p riamafied; 73 SpOcial deposil 
cfisc^s; 74 Bodks ropbiced. 

Ill ilie !»[ libnirirf^ wliiili neriiL aiit 

iMjijk!^ lo IrniiHti lilif:irie!i Jiiirl iu tklivery ility 

slifjiild huvc sepiirjtr cirruhiltori diuriif^ ffir this worL 
dtiff'ieiit I roil I ilio?ie rrL"iLip|» lo iflrcn issue to ffJwlejSi 


30 Files 


"Tlic Iollowing lublc gives a srheiiic! for itiimber- 
ing ilie liln of ilie toiiiiter :%crticj|i. 'TJit; tueaiiiii^^s 
f>r the tenns lie foond cv|ibined in Hction (fifl of 
t-hO|]icr A. 


^■ame 


CtAHJ No. 


PiUng 

izhmnucteriatJc 


IlK 

Member 
CoamltuLt 
Study j^Toiip 


6i 

611 

6ii 

l>i4 (tollon-fd by 


the Cjftw 
ntmiberoi 


Roles 

Member 

CoiiAitltanl 

Lt^ider 


Toriti^lblr 
Eaqul^r 
Bctpenhing curds 
JnterJibrnry botrawtng 


the subject) 

615 

6ia 

6134 

635 {lollotred hy 


Corrc&poniletlt 

Kuqiiirer 

Nil 

Hnditti; 


Lendlog and borroTiop 
Hhrurles 


the ola» 

I muubei of 

the srnbject) 


651 


Llbriry 
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f>8i Tiasfea to Record 

AIJ iJi€ fiJci of 111 is section ai e to be iraiisterred to 
the record sequence one year after it is closed. 

662 Destrvctiok of Recoro 

The flics relating to used or ijerniaiienl bcapeaking 
earth returned by roembers may be desimyed after one 
year. All other files may be destroyed after three 









CHAPTER 4 

Work Behind The Screen 


\ libt^ry iiiiiny al Ailtiiiiiibirauvc 

tfjyiiiit^ wiili other offitci- lur exatiipk, those icl.iting 
to jjersotineh hiiaiicCp HCtniijjtSi coireiptjiidciicc, [iritit- 
iiigp ^t^itoiicr), MUpplie^ 3iu1 ^rvue^p ;iiul bujldii.g Litid 

equipment- -V.** a ltbiar> Ufitiidly depeiideiu in 
^th lit ion, llic loutine .iljotii mi>sl of theMj iiciiij* jji;rj 
havu tti 1^ ill corLtutiiiity u'itli dim of the [i^i'ciit-body- 
in thetiise oi a public library, die Lotal Bixly whith h 
the Lotal Library Authoriiy prescribe die routine^ 
A sysiciiiatir acTOuiii til these iiems tan l>c tomid in 
pan 3 of oui iJhmry ndmimstmfiot^^ VVe Mihail confine 
ourselves here largely lo die distlnriivt library roiiime 
width rehiie» to litioks aiul ]jerk»cljc;tb, dieir iseler- 
don, piirchujic, incItKtiiit in viork m acre^^^ioniii^, P^y~ 
nient, prcpaiadon for dui^, ariaiigeintiii in die siitk- 
loom and binding. In regard lo ihew:* diere h some 
tiilfcrcncc between bimLs a ml [lerimllcnlf^ 

In ihc rase of ihe latter the ftnbhcd volume dues noi 
come oil! at cinrCp hut in siureMioji jri die Inmi of 
hbaicnles isiucd at rcgiibr.^—anti more uheii trregu- 
lar—inleiTalsp and diesc luive to be gadiert^ logelfiet. 
as jiiiori 'M the title-page and index arrive^ and niad^ 
into a volume. Further rhe issues slimild lx: tiiade 
available as and when they come and not ado wet] to 
be idle uiiiil a volume is completed and bound. 


41 BfMjk*Selectif>n 

The first step tr. the disthirtlve pan of library ad- 
jiiiinsiration rehiies to hnok-Melmioii' I'hK h con- 
ditioiietl by three fartorii: 

1. The itemcind. in tiic Uglit of Incsl itvicrrcr'il ]i> 
different areas of the field of knowledge. 


ti 
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UBKARY MAKUAi. 


'■J- /f sl'pply or lilt cxlcni Jtul lumiT of iIki 
avait^ihilky oi bdok!» ill iho inarktrt, |}ricltTeut.c; ahvuvA 
(leiiif; given to ^iimjiUiouK editions on tfood pafici wilfi 
laigi type ami plenty ol illustrations: timl 

3 . 1 III* loiai Dtiiiitce us'aiJable and die piopuriioti 

in wliii It ii id jiljorttteil to different stthjetts ai.d sinii 
datds ill rdaiion to the strengtii or weakness ol the nJ. 
it-ad)' existing ioJImion in die variniiv stiUjrrts and 
siaiidni'ds. 

411 ASCBRTAIiiDiC PivHAKn 

I rile siibjettidislritniUnis ol die dicidaiioi. ol 

I books .ill the tiliraiy will give, a pkiure of die dettiand 

j eiiTienl in dir lorality, I'lie Jthciry slimiUl uLso ami 

I I ijiate jxjtenliid iltiiianti l*y studying dte happenings 

I ill lilt- iotality. in the lOiinlry and ir. the world, and 

die sjjeiial fesiivaJs and relelMnthins cxpriied tn mctir 
ill tile year- i he anitmni for hooks slioidd lie ;illoi^ii* 

I'd lor iTillerem subjects in the liglii ot die details m- 

lis'cd m ill assessing the demand. ^VJlhrntl making 
; iintlui* deviation (roiii the pievailitig leadittg standaid ^ 
arid lasic. the tihiiii v should seek to i levatr dieni pro¬ 
gressively, hiK in smalt by it* IxNik seleeiioii 

siiindards. 

I 412 SotntcEs 

I fie rldef stiurces lor seleriitm of, books in £uglj»fi 
! art* the HoaMlrr ami tive /b»/dt,tAers ciVrtt/io t*r tireat < 

Ifritaiii anil ibe /'trWrdtm' tt'erAfv of the Ifniteil 

II .States, whiifi are weeklies: also the finghth tnUthigu^ 

|i '\^ of ^ Creat Ifrftaio amt the tVU.mrf.% c/it/iiftgitr ol the 

United States, wjiirfi aie available as anrtnals. fbe rliicf 
sources for seledtott of Itotdis piddtshcd in India are 
die Oitnrtrih list of |iub 1 irat{cins issued by tlie Regis¬ 
trars of Books of the Constituent States of India, Other 
for both kinds of liooks are die ralalogucs of 
individual pnblislipi^ and bookvcllers: die hildioECT. 
jihies In IkioIs: independent bibliiigni|jhiei: .md bnot 
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reviews iu i«ri«1icBis. The Stiiiday editions ot ilic 
linilies in linliy coniain literary |K*ge?i in wbirh re¬ 
views me |jiibUsheit, riiciic hm» latt lerve as scnirteii 
lor iHmk-seleftion. 

!I21 Siiggi'Stion I’ray 

KooLs of |iir»l>Libte inlciesi to the rejulei's arc Ukc* 
ly to Ih- htoujiiil Ui Mh; iioiif f of the lihrary Ity the 
riaderv ilitmwlvcs. When the sn^i»cstKm reaches the 
lihrarv, a Imtik spirt linn tanl shmiia Ik; |trey«noil ami 
filctl in the suggestitm*ttny in the rlassifiett ortier, 

4122 WwlmgOtti ‘ 

The priniwl source* slioulil Ik* yyslemaiirally rileil 
on shfivw. As niicl tvlleii » new ediiion of the soiiiic 
airivt's. the nltl ecUtioti should Iw Uisi aided h. llie t-.iw 
of«hhcinrrat inaieriaK or icmovetl i«» the liibliojirapht- 
f!il follcnion if they are worth retention. 

413 RoimitK 

The vnnrccs for hook sclerilon should be scanned 
svsietnatiraUv as anti when they liecomc avaibhie and 
a h.KJi-se!rciU«i caid should la |»reii»iw! for. eiidi 
selertcd iti<M‘ ft shtmUl be loURhly tIiLvsdied and its 
siiiiiilartl ivmliol (like elementary, tinlinars', advanced 
and sonnV should also be tent a lively put on the card. 
These carils shfiiihl be filed in a nlasisififtl ordci^i dif¬ 
ferent sequences afcortling to ihe standard. The at* 
tiimubied cards shoiiltl lie disruwed ai rtiiwen.eiH m 
tii-vals—sav once in a month on the appomtetl day^ 
with the mnremed specialists and the sanction of.die 
l.ihr.iry fatmiiiittec should lie obtained for the finally 
Santiionrd Indent, 

417 Fousts Ano Registers ' *v‘ 

C12 lififik Selfriiau Cnril, PriiiTed, B pi. IMmitol 
{Joard trhire for purchased hooks, speen for gift bonks. 
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Rtd tor bound voJumeb ui periodicals. The text on 
one side should be shov^ n below i 


Vendor 


Cost 




Iidtic 

Seln. 



Apptd. 



Qfdct. 



Heed. 



Fold. 

S' 


ACend. 



Cat 





1 

Cii. 



sud. 


1 

BotmA 

, 1 

WL 



Order No, 
Voncber No, 


IndiftH 


The test on the other side should be as lolLows:— 


Ac. No. 

CL Noi, 

Uoii* No. 


T*U*. 



Slxr. 

CoUn. 

Eds. 

Pnbr. 


Fubi>ptlc« 

Berta ctr 



Review. 



Kcfmtiee 




M 
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QI2 VJfjoft sfli^rtion fomtiUaltoH tetter ^«ivn. 
stencil 21 lb. Prititir^; psiper. White. The text nf the 
form is ns Follows:— 

Subjc-ct: Book iS£F[ifCtii>fi 

I hove Ihe hoiiouf to enclose herewith (number) 
book selection cords in (subject) for your oonsl'dcrotLDn. 
Please be go«l enough to sort them into the three groups* 
'“approved'*, "'deferred'*, and '^rejected"* *rhc Uiree groups 
moy be separately bundled and sent to me along with a 
coverine letter ettibodying your recOfnmcndiitrDiu 

The balance available lor purchq^^jof books in your 
subject within'the current bnandal >wr Is 

Expecting your reply within a week. 

SI3. Indent noilng fomt. Stencil il lb. Priming 

jAaper, White. 

The text of the Conn as follows — 

Outside No. Dated 

File No. Dat« 0 ^ receipt 

Subject: indent for books 

Librarian's Koto Ofice Note 

No. of items recommended ^» 

No of Iteina aJr^dy available 
or on order.*.. 

Nix q£ Items jicconiEnonded for 
dupilcatUm. 

Estimated cost of the Items 
iiol in IfbraryH^l* H?:* 

Estimated cost of the 
dupli[!atlons rccoimnendcil. .. Ks. 
Total estimated cast 
AUotmem for books 
Amonnt already appropriated 
Balance avaUable 
Renuuics .. * * 


Llbnary Committee's declsior* 
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S15 DuHy diary. Its heaclitigs jhutiltl tic llic lol' 
lowing:— 

1) I^tti^rs received 

121 LtiUgrs replied 

122 Letters filed 

141 Letteris drafted 

142 Routine Jetters issued 
15 Reminders sem 

21 Indents called for 

22 Indents received 

51 Book selection cards checked with selected 
cards tray 

32 Book election cards checked with oraer tray 

34 Book selection cards cliecked with biUa on hand 

35 Hook sclectiop car^ checked with catalogue 

■ Sitf- ItVcAfj dimy\ Tins lihuultl show ihc ntimbor 
uf book selection tsirtf.v written, lis tiondinji^s must 1>e 
the symbols For the m:iin ch^seii of cbis^ilication 


43iS I^ILRS 


Natfie 

Ainplifyinj^ device 

Filmg 

(li;<ritcteri$tjc 

Sources 

Subject Device or/ 
and Language DevicG 

Correspondent 

SelccUun 

Subject tkHi^tcc 

Do. 

Indent 

Do. 

Do. 

Allotment 

Do. 

Do. 

Outward enquJries 

Do. 

Do. 

Inwnrd enquiries 

Do. 

Do. 


All these files may be Iransferred to record one 
year after it is dosed. TTiey may he destniyed after 
ihrec or five years ittewding to cortveniente. 
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42 Buuk-Order 

I he work ot oideiiiiji books in Itidhin libraritSi 
is ux jjieuriu uioje dJtiit:ujc ihat: ii is ebcwhere, h b 
kuglbli and American books that figure most in them. 
J hi 4 s, lIic chief book-markeni are ihonsandi ol niiie> 
away in fai-ofl London and New York. As a resuli. 
India 11 Libraiicai are not able lu get books on ajipio- 
vai or iQ choose beiween different editions by actual 
I iiis|iccLioii of fxjoks. rhe task cd drddiiig whether a 
new edition is siibstaiuially dideienL Itojji Uic one aL 
ready in the library Ijecomcs extrenielv dilhculi. Tlie 
buok^jidi r-seciimi in Inrliaii libraries has dieielon: hi 
lake a much greater lesponsilulity ai;d |nJi in mmh 
moir wr^rk in i Eteckiiig die indents with the stiKk, liiail 
in Liiro|je:fii and Amerkait libraries, f Jf lale howLnrv, 
a few cnieipriiiiug buokselkti havtr begun hi stmk 
^rULriai books in trn|iortai:t |n’Ovinda] capJtaU IJIl' 
fioniliaVp flalcmtap Delhi, Lurti^ow and Afndras. 

Ill the iiiatmr oE Indian [iiil>li{:ations. die 
lion is even wtinse- The publishing trade h iii>L yet |uo- 
p iieiJy (ji’gani/ed in India except for text-ljooks. li. 
many tases, the amhoi liitii^il has to play the role 
n| piibjislicr and bookseller. He Tusiy live in an oiihoL 
tite-way plate* and as may be cXjiccEed, he lias not 
developed biisiiies'^ nielhfxb, Noi ijirieijiiently it hap¬ 
pens that lie docs not respond at all to orders. 

421 S*tA^Bmc. Voiaous 

It. h a niom point ^vliedter it k aifvainageoit!» for 
a libraiy to Imy ks Ixioks directl) h(mi the piibfNu'is 
la Ehningli a standing vendor. In (he c“ase of Indian 
IkioNj HUestictn Is easily derided in favour ol (he 
fortner alternative. For India has not yet develojwd :i 
reliable, painstaking and organised book trade on an 
ad et] I late scale. Hence, the only satisfactory prcjcefltiie 
is to deal direrdy with the pithlisliers or authors 
the case may be. The |Kiskion is however^ differenT 
in rlif ense nf European ant! Aineritan liooks. ifrit* 
It 1!^ nn advama^ in have a standtrg vendor. 
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'^4211 ContTFia 

U b 10 jUpulaic ccrtiun loiutiuoi^i ui .1 

Ijiblitigraphicat nauttc in appoiinirif? siaiidiiij; vciidoiii. 
They stimild be to uiiderlsike she following re- 

14 Every volume tie careiiiWy collated befoi^ 

beinji sent, H ony defect Is dlscevercd at this 
end, they shi;^uld toice hack Ihe defective copy and 
supply 0 sound copy Rt their own cost, kndudlnfi 
Ihe to arid fro frelebt; 

2, The intesl edition of the booh is to l«? sufpliedi 

unless there are specific insiTuctiem to the coit- 
trafy; 

3. If the order eantaliLs a note lliat 0 ccrlaln edlUmi 

of ft parlicular book Is already In the Hbrary'. thej^ 
should Ilnd oLrt if the later edition In the inar^ 
kel is !Rjbstantla|ly differoil from the one hi the 
library. If not, the book should not be suppli¬ 
ed, but on advice should be sent. In cases of 
doubts they should state the case end supply the 
book only after receiving a conFlrmatotj order: 

4^ If the bonk ii rebfine of another book under a 
difTerent UUo, they should advise the libmry 
about it and send the supply only After recemni; 
a conPlmiatorT order; 

5. If a book is an ciff-piint Iroiq a periodical publlca^ 

lion or another hook, they should adviae the Library 
abcait It and semi the supply only after receiv¬ 
ing a conhrnMtory order; 

6. If a book is really a foreigu pubUcatJoji, though 

listed in the trade Ifets of thdr country by the 
local representatives of the forciEti publl^hor, 
they should advise the library about it and send 
the supply only after receiving u Lonflrmatory 
order; 

7. If there is any difference in the name or tn Ihe 

spelling of the name of She author or In the title. 
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Utcy should advise the librarsf about it and ahip 
the supply only iifier receiving a eanarmatoO' 

order; and 

&. II smy bcKrk csetiu^s in inore tium one order nr b 
cov«r«l by any of the laonding oilers, only one 
copy should be sent and a second copy sboukl 
not l>o JJcnt without gctliag □ conllrmatary 

order. 

Li all diL-st: tase», U Oicy «;iid a wiuhb llity 

diuitUl take it back at their uwn cost* 

4212 I^corid-haTnl Books 

In Uie null ter ol oui-ol-pi iut buuki, it is best tu 
uUiaiti quotations I tom dilleieiit «coi*d-liam1 huok- 
sellcrs and detide llic \ciidor in caih last on its iiiinits. 
radier lliaii appoittt a single siandii.g vtndot* Veiy 
olieii Uit catalog tits oi die second-Jiaiitl bookscUtrs 
may «>l>uatc even the nt-tessity Ini ciiqiiiry* lUii ihtw 
caialiigues slmiiid nut tic relied iqion* ii the atiionnt is 
considerable. It may lie jKHisibte iti ln'itt'r terms 
by obtaining coiiipetittve quotations. 

422 0»t'^aiNi> 

It li ifesirable that order-work is ilistr 11)111111 evenly 
thronghtiui the year and an order is sent oin legHlai'ly 
once in a week or a inonili on an a|jpi>iiitLil day. T he 
I'Otninr for carJi onler may U- as rollotvs: AiTaJiSff 

the fiintlly sanrtioneil book'sekriion lavds aliihalicfi- 

J- ii\ die names of niithor.s and therk (arelnlly 10 
diminme nointended ditpliraiiuns of all kinds. For 
this purpose, rherk with fi) die iinaiojine nf Jhe tilir- 
arv ( 2 ) the standing'Oi'dcr rartb (!i) llic rjiitsiaiuling- 
order-a^ards fl) the bills awaiting paymeri and ("i) 
the exchange list of the lihraty, if any. .Separate the 
cards for the liooks which can be got at* Rifls and applv 
for them. Type the order-lbt for the sur\iving cards 
m triplicate, send one with tlic order to the vendor, 
leave one for nse in advising readers and use the third 
ai oflSre copy. Tlie rorresponding brsnk'Selertion cards 
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iiOH gain the of order oird^. diKe ift 

thetr ^fopnei' ^Iphiibeiicsl in ihc iirilci iray whk\t 

con turns dii« otJfitanding cards. 

yill Htsinding Orclei 

h is desirable tu give at and I tig oidcrs lo the lol- 
lowing tla\scs ol books: 

1 -Snicii-Hpvks^ 1. l:)eitjiiging li> a s^rit^ all nl 

Hliose voluioeft the Jibrarv' Ha-s decided lo buy; 

2 Mtdti-voUiimni bQvki ix c- IkkjI^ io two or iiioic 

voiinoes all ihc voIiuik^ ol which arc not \yuh- 
limbed viiiiiiliaoeously^ 

‘J In^iaimtul-haaki L e« iKioks iiulduhcd in stifles- 
sivt- jiartv Ol L'tsdciilt^ whidi sthotjld Ijc at:- 
cmoukiLod ir> Uve Uhniry and bound alter dit- 
title-page arrive&t 

( SHbMTifitiimdmok^, iiC^p Ijooki ^o^ ufiich advance 
payment k tu be made eitlici In riill or in pan 
before actuid piibLication. 

4 ^^ RKCtuvrKO fTHTt Supply 
’iVhers the supply arrives, arrange the Ix^okn in the 
order in which diey are emeieil io dir bfll Lilt the 
oi'dtr card ol each bcH>k fj'oni ilic order iniy and in 
sert it on iLy ritle-pagc. If there h im order card lor a 
iKJok. ii furv Ijteii eidler already paiti (or or it was never 
orderetS. die books have got dieiv jespuLtiic 

ranis, rarrfully tollate ihe btJH’jt^, scrutinJ^o and ap¬ 
prove thi in iriily il ihcy answer to every detail fiirinsfo 
eti ill the rcs|>t*ittve order tanls. Tfien j^ass rbe 
Ixioki on for i lass ifi ration, ri)iab.^ini]g Jinil 
dicir-rcgEiteriiig. l>Feir.s may alscj lUietUd ai this 
sUigf'. Hiiite, defer rutting, stampingp arreisioning 
and paymeni till processes ;in over* Reuuji llir 

order cards with you. Tliey form ihe ronirol to en¬ 
sure that ^aU the books come l^iek for actessioring. 
Vario’tfs dilTiniliies in ay crop up in this wort. Tliese 
arc epunieintCfl and the niears of dealing with ihem 
- tn chapter 4 of our 
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ms I Supply fil ?^iiin<lin^ Order 
The piCKr’eclLUc tor ict:eivhi|; supplies of st;indiU|^ 
order, niid HatiUing their le^^ular ^u[>ply sluiuld In: 
■similar to ihe niie ilmtilictl in seruou" 'LS Pcriodkal 
Piihlir?itinns\ 

4^4 Ft>LLo\v -ur Wohk 

Ah iyuoii 45 a hook order ^lOiiC out* piepaiu a Book- 

Order Folluir-up C^id and file it m the t>0€jkKjr<lei 

Fj>|lou-ii|i lio:s^ Ijeliliul the ucck-gnide of tlii; due dyic 
ol \tj[jjj|y. 4 he cards behind a week-guide are to 
ariiinj^ed on ilic basis of die following stiLTr^&sive diarae- 
terisdrv; (1) V^ntlor : ( 2 ) Oi tki iiuniljer: and H*) 
Ortler Date, ~^1 lie sLTioiitrvaca'iir line should be fill 
ed up ui die tiiiic when the ami is piepaird, Tlie due 
date *i]ioukl lx: liHed up ai that tniie. i'he odier 

headings should fx; filled up as and when the supply 
01 re|>ort arrives, k may lUit atiivc aU at one time. 

Ill every week in u-hidi the cuiuuhuive loul of the 
immliej of volumes supplied h less dtatl die cnmliei 
of items ordered, shill the Ixx^kHjider follow‘U|> raid?' 
to I he proper place bchiotl the next week-guide. Afeei ^ 
die supply is rompleted die card nmv be destroyed, Tfie 
<olnmm IUt R 3 arc for reminders in rase the sup- 
|dy k^delayed. 

4^7 FoflLMS- UEOlKTEEfl 
C22 /tr^fifr-ord/T rwi'd^ fhiulcil. ^ 

puint Tyjic Hrisio! hoarti White. 

rlif k-atUiig line i> lu Im: rcseivt^f foi' the cutiv «d 
the d-,n&> <rirjt'S|KJTuIiiii5 to caih hirsnliiig ):^\en m the 
serond line. 

The sctoiul line is to have the follow tng 
iieadinj^s:— 

Due dflie fl bich); First supply <1 inch); Final sui> 
pTy ri inch); R J (* indij; B 5 (| lOch); H ^ tt Inch), 
riit third line is to have the folloiviiig headings:— 
Indent Number f J Inch); Bale (T inch): Order Num¬ 
ber (i iiach): Dale <1 Encb): Vandar (1^ Inchc3> Number 
ot iteim qivlered inch)* 
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U’hc four til lint is tp be Itrlt blank lor titteiiiig live 
mfointiiuoR cordcspoiidjiig to tlie headings iti thmi 
hue. 

riu; Iffth tine lo have iht [oJb^viitg toJitmii 
he^idings:— 

Supply Nurobtr inch); Date inch): Nujitber reteived 
<4 uwh>; O. P.; Oh S* (| inrh>; Procuniblt elsewhm 
Inch): Total Ci irurhJ: Cumulative total inch ); Remarks. 

Eath of the swccoefling Jine$ h to be reseivirtl lor 
the diHerent supplies. I hcse lines may Ije toiuiiiueil 
on the other side of the card if necesKirj% 

Utose tines may be rondnuetl on Uie oiJier side of 
the card if neeesAiiry. 


Due date VlxAt supply Fima atippl^ Ri Ra 

Indent No+ Date Order Date, Vendor No. of Itctnis 

ordefVtL 


Cumola- 
ttpe M 

StipplT Dute Kimtber Proctiralik Tntalof total S 

No^ Rccd, O^. cisewherc last three after I 

colitmiu eo^ ^ 

flupply 


€ 24 , Standing ofti^t rmd- Mfmiiscripi. Utislol 
Ixjui't). White. Fray* Front side, 7 lines. Bsick 
side 18 lines, 

Ko^v hestditigs at the top of ihe fiotit side:*- 
First line: Series Hending 


Second line: S. O. No.... 
Third Utie: Vendor *,,* 


dat^ . . , Period 
Note- 
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CoUiinu headings fpr Uie TEmaining piirt of the 
Jirst side and for ihe back side:— 

Serial Vol. no. (iii inch). AcMssion no. <3 inds). 
Voucher no. and date (I inch). Call Number 03 inch). 
Heading {I 3 inch). PrlM O inch), 

Q235. Order /of'in /o sl/iHffiirg trnflors. Stencil. 
2i !b. priming paj^r. W^iw. The text of tlit- lonn 
is IK follotc-s: — - 

.SiiKjeci: /loult ttrtli'f 

please supply the . .Llbrai^ under the usuol con¬ 
ditions with the books In ihc enclosed lists, via. 

Order No. Dated Remarks. 

S25. tVeeAly dinty (Hottiinf), Its headings 

^hmild be ihe following:— 

n Letters received 
121 Lelteis replied 
m Letters Oled 

14) Letteis dratted , 

t42 Routine letters issued 
IS Reniinders sent 

21 Indents received 

22 Indents returned 

323 Bck^ order cords checked w'ltli outstanding 
order tray 

327 Book order cards cheeked With standing order 
CQ^ 

34 Book order cords checked with bills on hand 
3495 Book order cards checlcod with exchange Hat 

35 Book order cards checked with catalogue 
25 Book order cards cheeked with shelf 

41 Standing orders issued for series books 

42 Standing orders Issued lor multisoiuniefl 
books 

43 Standing orders issued loi* instalment books 

44 Standing orders issued for subscription hooks 
2 No. of order cards filed 
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7 No, of ordinary books received from vomlor 

71 No. oJ series^ books received from vendor 

72 No. ol irmltivoliimed books received from 

v'endor ASS’* 

73 No. of f:iscicxi]es of Instfllmenl booki; receiv¬ 
ed from I'endor 

74 No. of subscription boolu received from ven* 
dor 

754 No- of volumes und curds transmitted to the 
accession section 

S2f;, HVrAi)? JJ/ary iSuh/^cf}* lis miuii 

LOiisUt of ihe Kvmfxjh for ilie muit} liivihilciiis of ihc 
hook rbvHifiratiori oiieH or 54ime Miiinbre iiiodifieiiiioii 
ol tlipim 

428 Filkp 


Nejot Clois Nqmbcr PfUn^ 

CknrKteilstjc 


vendors 
StuuiltiF vcndori 
(Second h&ud books] 
F^sqiddet and i^iiotatioiii 
rlrdlnarv bm^ks ordoftn^ 

OidJuiiTj books oMct 
doobt dear Eng 
Scciotis oideritig 
Mnltlvolumcd booka 
orderiag 

Instalment books ordcrinj 
Prepnblkatlon ordciine 
r.Ht books 
Outward en^uirk^ 

Inward enquiries 


31 

(Subject Devlcel 

Vendor 

3XS 

do 

do. 

/ 

do, 

Heading 


do 

Vendor on J dale 
of order 

m 

do. 

Heading 

14J 

ilb. 

,Sctii^ Heading 


do. 

Heading 

! S4 J 

do. 

do. 

^44 

do 

do. 



Honor 

^gi 


CpiiTcapoodent 



do. 


I he nies iiiay be trall^^ferred to ictciril^ (jfie year 

a leer Itnal disponfll and rle^iroyed five yeawt iJiereaftrf, 
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4:t Fcricidicjil Piibljcatiws 

FtTmilital.s are prone to develop idiosyncr^iiies oi 
bfvcnit kijuls. 01 tlieie, irregular I ly in publirailoii 
Lind supply is ilie or.e whirh afleris rhe adniiuistradve 
routiiiL- most. If llie non-receipL ol a parikukr issue 
ii not brougJu 10 Uie iJOtke of ihe (mhlLiher proiuplly 
there h ;t great probabtlity ol the library never geitJfig 
\u Henct ihe greatest amount of vigilante aiid 
pionipine>'» k necessary in dcating with period kill 
publication I ai;<l it iiiust be iuhlevei,! witJiout iindiir 
ilepciulencc on mere iiieinary% It iv liest thme by ineaii'i: 
ol a simple raid systcim A carti V‘ s .’I*' will Iasi iin 
6 years lor tveckljes and for twcntylivc years lot 
nmiuliHcSp if Uiey iire luled on both sides. It may not 
be wmthw'hilc to biiHl and presence all the |rftiodicab. 
What miifii be presened vbinild fjn: derkkd by du? 
amhortties- 

431 RenewA i, Order 

It IS d^irable not to rhang^ the list nl curtciR 
pcrJ^Kiicals viakmly from year to yeai. A iieriodical 
whit h it Uks beeti dfcided to liuve liotnid and presenet! 
^hnuld not Ije Jight-lieartedlv disroniiiuictl in mie year 
and reiietvcd in another vc-ar. Tims tiiosi nl the jMjrin- 
diraK :sh<jijld lac giver, a sUndiitg order, li is fuiidu- 
rive itj^ j^ood business to ^entl a renewal tinier tmee in 
a year nn tm apjHiiiited day and tall tnr bills for subs¬ 
cript jo n. For snb^riptiems nf most jieriodicals are 
payable in advance- This h enforced by the pub¬ 
lishers since they rar.iiot fithenvise deckle how niaiiv 
fopic’^ tbrs should print- Foreign periodicals svill, 
ifiereforc, liave to be reneived even in Ocitibcr so thai 
payment may reJich the other vide lie fore ihr veai 
begins. For tnitvenkncr nf rniitine it is lietter tii 
rencsv TnrTian iierindirals ako in nnolx*?, 

432 Vimr.ANCE 

If the iiiimljei of periodicsilv taken h small, vigi- 
tance rail he effected bv a single-rard svsiem, Thev 
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mn uU br cNiiiuiii<:ii even ^veck or every iiionth, 

J hiv uork will be pariiculajrly easy U we have a vii^ible 
index iray o( ^.vhich details can lie had from any 
stationery dealer* liLOiieo Ca>iiipauy aiul oilieit have 
such trays sale. If the riuml>er al [jcriodicals 
taken eseceds 50 it U desirable to tonirol vigilance by 
A two-card system, FJie c^ird used in ihe sjngle’^cartl 
s^’siem will then become the register-carik Its use is 
dt-srrilicxJ in set t inn tl w ilk of c oiiTse, be kept in 

alphikbeticaJ ordei> Tlie second card will lx- called 
the rherk-canl. Its tix h destribeci in sect ion 4311. 

-03 REOISTnHiNC 

.\s sooi: as ilic mail arrivt's each day^ alter satisly* 
iiig yourseh tJiat each packet is addressed to the 
libi^irj^, cjpeit the wrapjier of each mid iiiesrt it imide 
the periodical. Arrange ihc periodicals alphabetically 
by ihf title. The rest of the work is to lx done for 
each periodical siicce»tvcly. Collate it, and see it any 
abnormalities need lUiendon. N^eae ilieiii at the top 
fj! iht^ liitck of the front rovei'. Put all snrh casc!^ aside 
in deferred tray. H it h normal, pull mu ii-s register^ 
card. If ii IS i:<n a duplicate copy, make the necessary 
entry in the re^ister-fard. Taking the class nimlber 
from die rcgisier^rardi ^vritc i( near the right hand top 
corner of the front cover of ibc periodical. If the isine 
is not the one imniediatefy after the one last registered 
the entry should not lx made in the next vacac-t hori¬ 
zontal line Inu in the line that woult! be appropriate 
to it. IWiie a reminder ord lor the earlier issue not 
received and piu ft in the sveek^s ciirrent Imx for des¬ 
patch. If l\ is a j^ft ixriodical and if an acknowledge¬ 
ment is due* ^iTite out the acknowledgement and put 
It hi tlic iveck's rtiTTCiU Iwix. If the title-page* con¬ 
tents and milex are iluc but have not come, write a 
reminder card for them alscr and ])ut it into the week's 
current box. .^ttarnp on the coYers and on all the 
plates and on the hrst and last pages nf the i^rtodlraH 
registered and enter tlit date of receipt on the coyer^ 
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434 Vicn-^scE 

As s**’" :'s perimliLal ia repl-ttcrct]. pick otii iis 
check-card- Ii should lie found utuong ihc curds lymp 
Ijchiiid the curter.i w«k>-pii(le- Transfer k to be¬ 
hind tile week in ivhich the next 

Iwiic is diie. For example, if we arc now in iJif 
week of March, ilic auTCtii week’s-sntde-cart wiH ne 
3J. If lilt’ iieriudkal is a weekly >he ibeck-c^ 
slioiiltl lie itutisfcvTcd to IkIuiu! the gindc-curd 3*. 
][ ilic i«:ri«lM:d is a ilionihly, tlie clieck-card dimild 
lie transferred to Iwhind die Riudc-card l-l- If »«' 
]>eri<Hlical it a quarterly, the fr^,irie<nrd should he 
iramferred to Hehiml ihe Ritide-card fiJ 
:ind so on. If the check-card is iim found 
Irehind iht puidc-cavd look uji the rcRister-card 
for the daw on which the preceding issue was legis- 
tered. Add the period of the ,reriodicai to tliat week. 
The result will shnsv ijic Ruitii>carri Iwhind ichtch the 
chefk-raI'd could Iw fotitul. 


4311 Notifying 

(h. the last day ul die week for each of dw ch^ 
cards still lying lu^lilud the guide-card of ^ 

write out 0 reminder enrd. Fill U|. «n 
die details alioui the reminder then mmsfei al the 
check-cards to Ijchind the next week-s guide-card. 

435 IMSPLAv 

i; aiiv sheet in any of ihe iseiiodicaU registered is 
looJ aTit up. I he l.aws .d Idh.ary Scknrr. req«.« 
rarall the periotlicals sfmnld Ise prnmptly 
and displayed lor the use ol the publw- It adds ^lo 
deanlmess and strengtli isithout making a 
distinctive look of each |ieriridifal if u ts 

plastic cover which is now ' ,V ,,j vfessTs 

li2es Afessrs- lahiaco Company of England and ^fes.^- 
Librarv Service of the United States. Anrmge the 

prriodT<=.h in Ih. das>iH«l otto. tten, lo to 

tlisplav-tahle. In the 
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]>reccdiitg number lying nu it ;iud in^ri die 
current one. All die older tii)nilxr!k collcirttHl in Uiia 
wai should lie .dutriliuied in die loffse-iuiml^eB-shell 
in the (Nihixlical reading i<mtti itself wi ttiat (hey ntav 
lie readily availahk for consultation, 

436 Rounuixr Off 
■iSfil Cumulation 

\)k Win as the liile-pagc and indes are refcived im 
a vnlittm’ uf a periodkaL register it, rolleit logethei 
all ilie issues roverrd by the ti[li,'>t)age and indes, 
loUate them and bundle iheni up^ At die end of the 
(reek traiuiiiit all die nimidatcd volumes for aitcssioii 
ing and mtali^uing, 

4$62 faulty Caines 

All ratiliy cases due to (vroiig tie livery, deleeu 
fumid ill cuiiiulatinii, duplication and all other cases 
should lie attended to carh week. 

•tS63 Payment of iinliscrJpdoti 

tvery iveek collect the bills received for payiuci;i 
of periodiraK For each hilt examine ilie tcgUier- 
turd. Sec if the subseription has not Ijeen paid 
already. See also if the claim is for the correct amount, 
Ckirtify in the hill that the amount may lie jiaid- h 
trill he gorwl to have a rubber stamp for ii widt the 
headings (J) Volume last paid: (2) Date of last pay- 
tueni: (31) Ainoimt of last pavincnt; (4) Volume for 
tvhirh claim; (5) Ammim claimed; and (fi) Explana* 
tioii of discrepancy if any. As soon as payment ts 
sanctioned, note on the register-cartl. the vniirher- 
tnimber and its date, 

4364 Accessioning 

.^s soon as > cumulated volume is accessioned, 
note the accession number in the regwnraiion card 
agairut the riimber of volume. 
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1365 CJuiMulaiivc index 

litau dirough tiie pagc!> of die jierioditais ihat att 
received id' aiwiounccmeni ol tuiiiubiivc index* ii 
any ^uth index h aiinniiDced, lake itejft lo nrtler tui 
it. 

4366 Loow NumiKrv 

Lemliiig of loose nmubeix of peiiodiiali or l ewv 
papers Is not gciifrally allowed in pu6lit; UUiaries. 
However, we have found a lendcneji in llic libraries 
Ilf many ol tlte dcvelo^ied ttiiiniries to lend nut i iineiu 
viilumes of periotUraK after they had lx*eii on ihr 
display-table for at least one ueet tii the lum: of week¬ 
lies and for one momh in the taw id HiondUies and 
jierifxIiraK of longer periodicity. 


437 Forms ajih RseiETitas 

C32. Reimv'ul order cord. Printed. « |ioinl type. 
Bristol tioanl. White. Ihe text of the lortn is as 
follows; ^ — 

Reference t This office standing order No. .... dated. ... 
Kindly renew, on behalf of lhe.,..Uhmry the sobscrip- 
tion to.,,,for volume!year..,.and send your bill In dupli¬ 
cate for payment as usual. 

C331. Jltfiisler^t nrd. Primed. 6 point lyjw. 
Btistol board. White. 7 lines in the front page and 
H lines in the back. Gift rases, blark Ijorder. The tcM 
is as follows. Back side, eolnmn headings or:ty< 

■fitle Piymcnt 


Vender 


Vol or 
yeai 


Votudier 
N«. nod 

dst* 


Cl. No. I'rriort Order So. and 

dste 


Ann. Subs, 


Vol. sDil Oste of I>ate ol VoL nod Date <il Dnte ot 
No. pnb. met No. pub. net. 
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C332. Check card, Prhueti. (i \miii lyjjr. Bri!^iiil 
board, H lino on esirli ^ide, CiU taio. blatk 

border, I’he coliiirtn hiiiding* are hh >hoivn l>elciws— 


Heading Period 



C34* Hhidiifg pttrutitiritm .i/ijti. ^tauuarrigU 
Ledger paper. WTitte. Tlie tow beadingii in the 
ore a.i follows:—- ' 


1. ntip 

2. Volujne numbef 

a. Year 

4. Class tiuinber 

9. Ceveriog material 

(S. Clubbing; or spliUing peetiLiaritle5, If any 

7, Assembling peetfliarities, if any. 

C361. TXll, Reminder tujxU Prinicd. poini 

type. Brisiol Ixi.ird, While. The icsi of ihe fono U 
i*is folUnvs: — 

I have to inform you that the Title Page, Cantenis 
and Index to Vol . , ^ of the . have not yet been I'ftceived 
here. Kindly despatch them at an early date. 

C3^2. Xnil-supply raid, l*riiiictk ^ jximt type- 
Rri^ir>l litKird. W^hile* riic ivx( of the Fonn h as 
follows: — 

V. T hpi^e to lEvfQnn yoii that ^^Q. .... of VoL of the 
«.,Hwas the last pan received. Kindly bring the supply 
up ie date and seitd the future pans as issued. 
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C3B3. tarU- Printctl. S puiiit lyp*- 

ttiisiol bAJinl. 'Vhtit:. i he text til ilie l«inii 
toUo^'s;’— 

I bav® ta Lutorra you Hwt Nn. .. of Vol. ... ol the. 
hw i»Dt yet been received themgh a subaequcol part is to 
hand. Kindly fill up the g»p In supply at 

Q32 Standing m'der lonn. Stencil. 21 lb, |irj.tit- 
ing iwpei. \Miitc. Ihc test ol «'’<? is us 

lollows: — 

Subject : Periodical publicatloti-order 

Please supply to this library the undemieiitionod 
periodical publication. The supply U to befftt Irom the 
llrst Issue of Vol. ...Year ... Each Issue Is to be suppUetl 
promptly as and when published. The tiUe page, con¬ 
tents and index relating to each completed volume should 
be supplied as soon as they ore published. 

The non-re«ipi of an issue. If any, will be noUftrf 
either immediately on reeelpl ot the later Issue or wiUui' 
three months after Its due dale, when it is known to us. 

The cost of a volume is to be recovered by sending a 
oil! in duplicate in fldvaiico after the completion of the 
volume nnd the supply of the title page, contents and 
index. 

Ihis may lie ircutcti us a stjmtUiig ortler until 

ii 32 . llVe/tiy dtiity. li ^liauld havt ihc ioUoVi'iiig 
hcatlinji^:— 

U tD 22 Same ai Tor S25 of book order secUon 

31 Order cards ehetkiKi 

32 Orders Issued 

4 Volgmcis made up 

4b Binding slips wrltteip 
Accession cards written 

47 Made up volumes transmitted 

4S AccEssion numbet? noted 

52 Ciunulativo Iradexes -ardered 
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S3 Cumulative indexes received 
7 Bill« peAsed 

S33. ihiily reimtpt diary, U to ilvoxv* line miniber 
c»I j)criodic»l publkaliolis received from day to day, 
Fijt hcadin<^s muiit consUt of the ^ymbolji for the maiu 
divUionii of chmilicatin'n Hystem uwd or st»inr juitiihlr 
modification of them. 


43S 


N.-tiiic 

ClfUiA S^TIPMtwr 

FUltijj c1iiraet€f|Atlr 

SUz^diog veofSors 

31 

(SnbjKt fUvicc) Vcndui 

SoTur«4^ caqtiiriM fttiil 
qnotntloiii 


da 


Indict 

33 

do 

da 

Comnt p«rk>dUriiii 

34 

do 

do 

Plaikne^ 

3* 

dd 

Correa poxid^ 

BtiJ[ volmncA 

37 

da 

Title 

OtitwsiTd enqiUries 

iqi 

da 

QomspemAmi 

Inwaid <qtiiri«t 

j^n 

da 

da 


rhe filev are to be ti'iitijiferretl to the recoril 
wijiieitte Pile year aliifr ii k denied, J he riccord*t mny 
lie dtfvtroyed after five ye»r>. 


44 Aceessioning 

hvei-y volume to Ije iiichulcd in Uk- ^tutk nl die 
library mii>t receive ;t serial number culled Actessian 
Number, flonated Ixioks mnsi leteivc n Dutiadon 
iVumlier, in addition to the accestiion luttiibcr. Cumu' 
lined vnliiiiies of perifxlirals should also receive iirtcssitm 
mimlx iA and if iiecevsaty tiliiu donation, nmnlierit. if tiic 
vohtnie is to lie Ixnind and preserved in the libmr\'. 

44 X AcctissiOK Nr^EKk 

■Vs won :ts the dassifiration and caluloguing of 
books and (ompletcd volumes of perindiculs to be pre¬ 
served are Rnisftcd, ntrani^ rhe purchased books in the 
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ijftlir in uhich \hty are cinert^d in ihcir relaied bijls, 
4md the pcrrindiL^alf^ aTid the donated Ijooks in the order 
ul dicir cnJl luntdKfrsK Uic older caida ol the pur- 

tbased boots as their accession caitU. Write green and 
red accession cards for donated iKHiits and for |>criodical 
publu:jiuom respectively- Airanj^e a ho the related 
sheff-reghter carilsp die accession cards and die raialognc 
rards ii: an escac ily parallel onkr. Look up the arefs- 
isioii cabinet for Lhe last accession and donatton nnnv 
liei^ vsliich had been already given. Starting with tlw- 
nrjit numbers, assign the accession niiiTiber, anil rloim- 
rion number if warTanicd, in itirrect numerical uidcr 
Ui fjuJi of the shelLregjster cards, ihe accession rarrH 
and the main catalogue cards. 

442 Ntrsf BERING tHK BoOKS 

I heii itjpy the chiis iitiiuber. lK>ok r.nniber, acces 
sioii nuniberp and also the donation tiunihi^i in the case 
of gifted Ixjuks, one below die other on the back ol the 
title page of each !>ook. 1 he sctjucnce symbol also 
^hr^nl<l Ik: uTUtcJi. The chtss nuiul>er dioukl liegin just 
half an indi belovv tiie tential I hie id the batk ol the 
iiile*p 3 ge, 11 dial place Uapjiens to . be piiiiiod nvei. 
f iiari It its near that place lis pt^sibkv If the hook lia^* 
no title-page write these niiml>ers on the lop of the Fir^t 
page [eaviiig space for at least two tines between die 
top-edge of the lvH>k aiul the call niiinlier^ Write thrs^ 
ntimbers als^i at a certain other coiivenlinr.al place fn 
lltc Imok, say the bottom of page 50, 

44Ii Passing of Bill 

As SiJon a.s the writing nf die numbers ol the fuir- 
chased honks is os'cr. write the accession nunil^cr again^si 
the respective items in the bills for the purrhased books* 
Strike off the iienw not supplied or rejei ted and make 
the cdi’tsequetilial chatiges in the total arnonni of the 
hflLv. Then pss tlie bills for payment with the remarks 
"Brought into stock register. Bill may Ijc paid'* 
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444 AccivssiON Rkgijjtkk 

On rei:€lviiig aciiessiori tlie Gvcicr i^iil^ 

attain the status ot accessiou anils. Fite all tin: artcs- 
rion cat els in ihe nrrlei^ o| their acrcssinn n umbers in 
the accessjem cabinet This must be ke[jt under lock 
and key, as iJiese cards ronsiiiute the basic record fji 
the bfx^ks in the lihraty. giving, as ii ivcre*. a lomplelc 
histnry of the respective books- 

Furihei' details of thb routine und ibc toinplica* 
Lions svbich miiy amc arc discusscil itt chapter I ot mti 
Library 

447 Diary 

S 41 . Atceiiiau diaty {w€^kly) to show tJic tmnr^ 
bers oi volumes acwskioneiT. Coin inn headings should 
Tic:— 

FtireJiiWcil- I'«riodieid». 

Boetes, 

43 Preparation uf the Book» 

Alter accessioning is over lurther rontiiie sliould 
Ik: gone thmugh liefore the iiooks cai* lie released lor 
Lise- 

451 Having 

'Mic books Uiemselves should be prepiirctL East 
die balk, by opening tlic book sfMiieuJitrc in dit; middle, 
placing it on a flat table and gctnly niiniiiig die Uiiiuiif 
from die top to the bottom along die inner mat):;ir.r 
working your way through tKifik to die two covers, 
turning a few leaves ai a umc. a:iui simuhancEiusty 
pressing. As the glue at die baik of tlie volmne h 
litely to have hardenetl thh casing work has to l>c tlori* 
in a very careful and gentle way* » that die back of . 
the book ctem not break. 

1511 Cutting Open 

Cut open the pages with a cutting Irone ant! noi 
with a ^nger or a pencil as the latter will fray the etigc^ 
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;iutl even tlpmape ihe icxi in ijrmks with narrow 
inarSfir.i- 

452 Stampinh 

Then pni ihe library stamp without ilivligurin^t 
l>iitucd maitei in certain conveniional pan;ci Mid' i" 
ihe lower half of the half-title i>age. the lower half ol 
ihe back of litle-pagc, the top of the (irsi chapter, the 
Ixtttom of the earliest chapter that ends after the* 
fiftieth page, the boiiom of the last page, each map. 
pbie, etc nnd so on. 

453 TAeciNO 

After the stamping is over, stick a tag on the bai k 
(spinc> of the volume. If there is a jacket, remove it 
temporarih for this, purpose and replarc it after tire 
lagging is oi'er- Apply tag exactly one inch above the 
bottom of the book. It will be convenient to luve a 
piece of metal, half an inch wide and bent at righ*. 
angles with cadi of the arms exactly one inch long to 
mark the positior. for applying the lag. 

[f ilie volume is too thin to have the tag on its 
spine,.fix it on the front cover dose to the spine, ailja- 
reni to the position it should has'C occupied on- the 
back. Write the rail number on the tag. 

454 DATE-l..tBKLUNtt 

.i\s soon as tagging is over, fix the date-label to the 
volume. The date-label is to be gummed only at the 
top and bottom corner of the left edge and it ts to be 
fixctl on the very first page after the cover, vvheiha 
that page is an end-paper, half-title page or even the 
litsi page of the text. Then wTite the book-ticket and 
insert it into the pocket at the bottom of the date-label. 
Knier the call tiumber, accession numl>er and the date 
Ilf release on tile date-label. Now the book'is ready to 
readi its destiny—^tvhtch i.$ reader's hand^—and to rest 
on the shelves of the Hbraty when not solicited hy 
rraders. 
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455 Cl.Ai^IFICAT[ON ASD CATALOGITJSB 

/Va it haa l>eeii already $iated in »ecUtrn>> uiul 44. 
(luuiiication and eataloguiitj^ ia done even Iteforr the 
Iniok it acccMiotutl. Tliereiore the abovC'iiieiiii(>i;ed 
preparation work trill nalumUy be done only after iht- 
I lassification ami caiaJognitig of the book, ‘t'hui diould 
be done on a weekly IrasLs like inott other work in a 
library. Every nttempt should lie made tn round oH 
the week's work tvitlinut any arrearN. 

This w'ork will retjuiie romtant use of the library 
catalogue. It is therefore necessary that, iit addition to 
the catalo^e in lattls lor public use, there should In; 
a copy of it in slips lor office rise. 

IriSfi 3*rocevs Slip 

Insert in each volume a prm^s slip i*e. a slip 
y X S’’—even a w'astc sltji wriih one side blank trill do. 
Ofj diiji slip various notes regarding the volume shoutd 
be entered. Ultimately this process slip will have to 
lx? used for preparing the mondily statement of aiucmU 
men IS to the Class! fkation Oxlc and Catalogiimg Code 
and destroyed thcit^after. Draw a veritntl line dividing 
the length of die slip ex.'ictly into two parts. Reserve 
tlic' left hand side for noting cross references. Divide 
die right hand half into four compaiuuents by three 
horkontal lines. I’se the first comptrtmein to indicate 
class irxlex entries, not requiring consolidation, tir 
second to indicate cross reference Index entries, the 
Ihii^ to indicate topical index entries and the fourth to 
indJCitc such of the series index entries or other book 
index entries or main entries or class index entries, as 
rcQutre coo-solidation (tf cards.* Any further notes 
which arise in die course of rlassifiration and ralnlogu- 
ing should be entered m this slip, 

•Cf. RangDnathan (SJt.): ClnssIHed caiBloKue c^. 
{Madras Llbrar)' A&soeiatioit PmtlleallQn Serint, i.) i934. 
Rule 16 and Ite sub-clivisionjii. 
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4551 C tassSca r ioa—ftoui iiit 

Sort il\c VDhujift to lie iictessifmeil in ilie week 
rapidly by their main clawed. Then deride the dms 
number of die boots one by one. If Jiny volume 
el native and ret|utres detailed ^cudy, or apiKar^ lo call 
for the creation ol a new claiA^ put it aside temporarily 
ill (be ■■ri>Li|ji oi derened volumes- For normal books 
fi.\ iJir rail niim]>ei orid wrtie it at ilnr leading line ol 
[he process slip, AtUi thL* a|i]iiupriat|- 'iefjiience nuiit- 
her ivhereser necessary. Hy L3t:iiilining the main slip 
ir^ die oHice-ropy of the caudoguc, ^ tliat die tJais 
ouml>er yon give w cDiisjsttnt witli the old plarinj's. 
If diere is any ratalo^^iic slip m die same iiiLimnte class 
and with dte Kime Ixxik number as dm voluine on 
handn add the appropriate digit as. the acces-simi [laris 
ef the book niiinlieh In cases of doubt compare the 
old books tvith die new oresp Xon- tlosvn fm the pro¬ 
fess dip notes fnr rau^tln^sninn svoik. As sixjii as each 
volume is. thus treafetb [tass ii on with the pnveess sIm 
for cataloglJm!^ ' ' - 

-\ficr aU the mnniaj vdlimie^ arc iteall svidi lake 
lip the nioie diffiaih volumes and proceed with them 
uhen the ratalr^ue cards tif (lie oilier vofiiTnes nre be- 
nig ivritruir 


15511 Jtnrudmrufx .\Va/rif^ 

11 any addition or amiiidmem ii luaLle eidicr to 
tilt rules or dir schedules in the clas^ibcatiDii "code^ 
note ilieui down in the ofliciaf interleaved co]}\ ot the 
cbssiricaiion crMle, 


155 i 2 Soitrit:~Stips 

II any source mitside ilic s^Tlume < lass died and 
rniLside the tomnioi- lefeiciice books is iolmI in ilKinyi 
I he class number, note it down u’^itb details on :t source- 
slip 5"' ?t Tile sonrcc-slip should contain m 

siiciessive 5>ecdons the call iitnnl^er of the volume 
ilassjfiecb die call number of die source, the heading of 
(be source^ its short title, anti the exact page refer cure 
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Ail iucU source-^iips jliouhl be filed nu'ay in u ilaHineti 
i>rdci it? the «»irre^sIi|K tray. 

't5D2 Citnlof^uiDg—Routine 

i>or( out tlie c)a.uiiied voUime& according to their 
I'aiajflguiiig dUhctiUiCi. The fol lowing grouiis imy 
ari^e;— 

1. Frtsh €ardi groiiji con^isuiig of volumes 
which arc in famiJiar tangnages ami wliatt' 
proce&s slips do not indicate consdUtlatiaii 
of cards; 

2. Cci/tso/t'dafioo group cjonsiiting oi volumci 
which are in familiar languages and whose 
process slips indicate consolidation of cards, 
and periodical publications; 

S. LtngutrtiV l\esh card gi'ottp consisting of 
volumes in unfamiliar languages W'blch do 
not require consolidation of catalogue cards; 

4. Linpiistn consolidation gtoup consisting of 
volumes in unfamiliar languages which 
require consolidation of catalogue cards; 
and 

,1* Refractory group consisting of volumes ol 
unusual cataloguing peculiarities. 

Deal with the Iirst four groups first so that the 
maxim unt number of volumes can be pushed forward 
w'lthotii any delay. 

•15521 iimtndments AToling 

If any amendment in the Cataloguing Code is 
.'irnved at in the course of the week, note them down 
in the official interleaved copy of the Catalogue Crsde 

15522 %mirc€s jVoting 

J( the data for cataloguing has been taken (coin 
any soiirce outside the Ixjok, prepare a source din and 
file It in the source dip tray mentioned in 157121 
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4553 Uitcking iWork 

\li iJiL* (.liiM niuubit;» and caUtgguinj' entriti luuoi 
Ik.‘ earcftilly ilit^ckcd preferably Uy a streoiid persou, 
aad if uu second pui^n is aval I able, Uy ihe same per¬ 
son at a later time. 


4554 I’ypi'ig 

U die (.aialijgiie cards arc haiidrsTitteii, ger the 
slips for ihe catalogue for offict.- use copied out I rum 
them by typings H the catalogue cards theraselm ate 
typcwiitieti, the slip for the olfict copy may be car boo 
lopies. 

4555 titseiuoii \Voik 

-\lt£i all the TOlumes arc completeJ ami actessiou 
numbers are tstitten m Uic rualu cards and the slid I 
cards son out all the catalogue cards accordittg to the 
nature of ilieir cutties and insert them in the cabinets 
containing die public catalogue. Do similarly for tlic 
slip fomiitig iJu! taiaJogue for oifice use. The 6Uug 
of the shelf'CaKls is described in section 4b. 

45531 Gw j de-Curt/.! 

ti will be a good practice to reviets the guide- 
cards in the cabinets of the public catalogue once in 
a year. N'ew guidecards might be necessary or e>tp- 
ricnce might iiave suggested changes in ihc existing 
giude-cards. 


45t> CogREcTioN Work 

All the old volumes set aside for correction Qf class 
number or catalogue entries should be dealt with 
similarly. 

457 Fonue a-nd RjtoiiSTEtts 
Tlie descvipdnn oi ratalogue cards is usualty given 
in liooks on cataloguing. The code numbers for the 
different tvprs of cards arc given here. They are ail 

S'* s r. 
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C51. \{ iitrifj for cr;trie:«i md boo^ 

index entries. 

C52. Mitd-pink iartU tor Lto^is J^itieiue etUiiL^ 
:*fill cr<m refereiite index entries, 

C53* Guide cards. 

C54. Hlack tdged xt'hiic ctutis fnr inde^i 

Clinics, 

CSS, Catalogue slips. 

S52. ruhitws tlmry {weekly}^ Iti culuiun bead* 
iiigii are iu lx* tlie HymfKjb for the iimin ctr any 

iiiodifitaitnii of Lhcin. mid hi addition ‘ToihI mimfxrr 
of volumes'*. 

S53- Cyrrds ditny (weekly) * Its headings are iq 

(*^) -'iain tanJs; (2) Cross rcleronre cards; (3) 
Cllm imiex cards:' (4) Ikjfik mrlex lardv: (5) Crnsa 
rtfcixittc index curds* (6) Shelf rcfiisier cards; (7) 
loial iiiiniliej o| raids; (Al) Nnmljei of |ieri(Xlical 
publication cards coii-volidaied: (il2) Nnmljer of oUier 
earth consulidaied: (A3) 'lotal intmWi of cards coii- 
M>lidatetL 

S54, Con eflion dmty (weekly ). Similar to ihL* 

volumes diary« 

^5 A Specific At roK job Card Caktn'et 

To Hold fiirtls, 5 x 3 indies 

S. The card cabinet is to consist of two psktts _ (1) 

cabiDfit proper and (21 a labia on which the cabinet 
pre^r rests, 

2. The cabinet pn^er is to contaifi 24 drawers—four 
columns of alx drawen; each. 

21. The external dimension^ of the cabinet proper 
fUT to be 

Breadth 2 ft* 44 inches. 

Height 2 ft. mches. 

Depth l ft. 11 inches. 
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22^ the planks tised for the two sides, iop and 
iKltmo, are Iq be Tie inch thick and that used tor the 
back bfi inch ihick- 

23i The Ii'x>nt side ol the cabinet is ta be parliUoned 
by three vertical j^lanks 7|S inch thick and 4 inches^ in 
breadth to secure four eoiiitnits of sockels and by five 
horkontaJ planks 7 B inch thick and 3 inches in hreadth 
to secure six of sockets, to contpln the drawers. 

24. The front of each socket is to be connected with 
ihe back pVtn* of the cabloei by iwo cross-bearers (one 
an Ihe left and one on the rij^^ht) 7]^ inch thick and 1 inch 
wide* " * 

2d. The cross-beaiers arc to be provided with iw ; 
bmss cylinders, each inches apait^ over which the 
drawer k to sUde^ 

3, The Internal dimensions of each siMke; holding 
the drawer are to be 

Breadth Q imihe? 

Heieht 414 inches 

Depth I fk 1014 Inches 

4. Each dratver ia to have the lollowing interiiiai 
dImenalQiiB—breadth 5 inches and depih i fU B inches. 
The side arxl back planks used far the drawer are lo be 
% inch thick and only Inches high. The front plank 
of the drawer Js lo be 61 inches In breadth and 4i inches 
I El hcj^^hl so as to cover the socket exactly. The bjttem 
of the drawer Is to be filled with two reapers of 1 inch 
thickness and I inch breadth properly cenlred. A brass 
rod J'e iccK in diameter is to rnn right through the centre 
uf the dni’wer to lock up the card contents. To the rod 
projeettng at ihe fronl plank ol the drawer is to be 9 a?ew- 
ed a screw kiiob. A fly nut is to be screwed to the rod pt^- 
jecting at the back plank of the drawer. To prevent th«^ 
drawer when drawn from fiilling out of the socIseU a self* 
locking catch is to be fixed Into the ,'%ockel to the right 
side at a depth of li inches^ A notch Is lo be cut tf» thr 
further end of the right hand side plank of the rtrawer. 
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Th& mXQh VQ tail in ihuL notch and lock up the dmVier 
uutomatlcaUy* On the ftant plank of the di'awer^ lust 
above the centic, a brass label holder to hold a labd. 1| 
inches by U Inches is to be li:xed. Just below the Label 
holder a ring is to be screwed to serve the purpose of a 
handle to pull out the drawer, fkieh drawer Is to be 
provided with adjustiible card rest (3x3 inehs and 
I Inch thick at the battom and tapering towards the lop) 
the cross section of which Is to be a righi angled triangli-, 
the hypotenuse forming the front aide over which the 
cards shoulii rest. The card rest Is to be provided with 
a hole in its centre throuKh which the central rod ol the 
draww is to pass- The card re^ \e also to be provided 
with a bolt so that it may be bolted to the left Jiide plank 
of the drawer where holes are to be provided at interval 
or 1 inch. 


S. tioddsiE arrongemenl of the cabinet:—The vcrli- 
caJ plonk between the Llrst and second colunuia of drewers 
and that betivcen Uie third and fourth coimnns are to bo 
provided with two U shaped lings each 1 ft 7i inches 
apart Two brass plates 31 Inches wide and 2 ft. 2i inches 
long with two rectangular holes each, at required inter¬ 
vals to take in the tJ rings are to be applied to the U rings 
to lock up the cabinet. Four locks (one to each TJ ring) 
are to be used for locking. 

s. The tabk DU which the cabinet rests is to have 
the foUowinn dimensions:^ 

Height of the table 1 ft. lOJ inches (including the 
top-plank). 


are to be in breadth 
find in depth (the side carresprandlng to 
the depth o^ the cebinei) g ft 


ThidmesE of the plank 710 inch. 

The dimensions of the frame work ol the table (ex¬ 
cluding the plonk) are to be 2 ft. 4^ inches x I ft. ll 
titches. 
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Legs, hi il'kc tfiPf 3- K 3 inches 

Le-R$, hi the hsjitomp x 2^4 inches 

7, The wood tiseil fcr the eabipei is to be well^ 
seined lettkwood. 

8. The eontroetBr is to be responsible for any crack 
that the cabinet may develop within a year ol supply. 

8. The cabinet is to be coated with wood idl* 

10. The cabinet Is to be delivered at the libraryi free 
ol delivery eharfics. 

11. The metal porlian of the cabinet is to be of well- 
icmpered brass. 

1‘2. The dimensionjs of the drawers and the sookets, 
and of the cabinets, as a whdlo, arc to be quite exact so 
that the drawers of the eabinels may be IntercliumE 
among theinsclvcs and with the drawers of Iho cabinets 
of the specification alreody in the library wihout any 
dilfictdty whatever. 


4(» Main ten aiiee Work 

The books should be arranged in the shelves so 
85 to lulfil ihe Fourth Law of Ubrary Science, yi^r 
"Save the time of the reader '. Reference boo^ like 
encyclopaedias, dictionaries, current year-books and 
directories and rEcent additions sliould he l^tetl in a 
prominent place as near the entrance as possible so that 
those who cooic lot icady-Tetctettce alone may do so 
quickly and without disturbing the serious readers 
The arraneement ol the other books in the stack-rooni 
iiselt reqtures special skill. The arrangem^t cannot 
be permanent in the changing library* world. U will 
have to be judiciously varied and readjusted from time 
to lime. Several factors will have to be examined troui 
time to time for this purpose. One svould very muCT 
like to have the books and periodicats arranged iit dii^ 
urdcr ill ’which the svihjccti occur in the schedule o! 
classifieaiion for the mere satisfaction of having them 
arranged in strict accordbincc with the schedule order 
But the standard helpful order of the main classes 


II3 
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louiid in Uvt »€:hi?clul» ui aeldojii sliiti* 

ly jwj.illel tu Uie jMjpiiIar oidei'. Nor is ihe popuJai 
ordei it jjcnDiinetit It does and mtist chanijc witli 
time. 


461 t'OiUlATlOX Ot' 5liQUENCIi3 

liLiite, the rigid arrangenicjii by ihe sdieiLule ol 
cliTSSilicatioji u])l]t resuJu tii the Unit' iiiul 

eiiejgy, not oiily id Lite reading public, but abu ul 
the refcience In ati utratigicmein like this, a 

majority ol readers may liavt to waste theii time and 
energy ni ivalking imneccssarily great ilistaiicea to gel 
at dieir books. Jlsc reference stalf also are alletltd iti 
the sainr way^ as their iiiovcmeiUs an: deinjiidetu on 
die iimvements i,i die leaders. It is .joite iiecei^rv 
to break the sdiedule-urder and jtidicioiLsl\ re-uci unite 
die mahi-tlasses on the shelves. I n give an exaiupje. 
literature, as tJie tnost popular snhject attratllnK Uic- 
greatest number of readers, ,„ay be located as neat tlic 
entraiKC as possilik-, irrespective of its nroiiei plate in 

acrardance s.tih the sdtetluk- ol rlassifkatroi,.' (Jthei 
siibjccLS may be arranged at dfst.nnes frojn the 
entrance varying mvencly tridi their pomii.nitv, Anv 
one arrangement sliotild not be considered as' final 

ISfh- ■' tinwillingness to imderlate 

■idditional labour). fts ntilnv miist bt ronstanth 

'.I le^hi'ninig of subjects fotimi 10 lie iietps* 

t e rnTr^l as the cor.venienre 

me readers is the convenicnec of the library. 

^l^kTlPUCATlON or ScgUii,Vci;s 

be J?f«l '’i current interest mav 

be tilled the Mmn Sequence, mere mav be a second 
s^uenre consisting of periodicals and serial aniT^ 
third one made of ^ks of archaic interest and hence 
of cwn^ratively infrequent demand. These mav be 
called Secondary and Tertiary Sequences, v suLbte 
^ymbo^ may be pu, above the class nnmber’oi a h«fc 

\U 
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ir. ;iLl tml rhe main wtinentes to ituljcate (.lit 
to wliidi they belong. Siidi ;i sequence .symbul may 
not Ik iiectssiity in a buund voUnne of jjerifHUt.iil, a* 
its very look icill show iliat it is a periixliral. 

Clusctl Sequences 

A^aiu, certain type* ot book*, it they aie pui in 
the svay oi the readers, are tikdy to be adversely atieci- 
cd by llieir being nml-JiniuJIetl by a iesv black sheep to 
siich Liii eMem lliat they are ot uo use tu oiJit:^ who 
i-e:illy scant them. !n this raiegoiy we may iiiclutle 
Fine .Arts Ijuoki, hooks lull of an plaics arui Iwioks ol 
[juntogi'itpluc interest, Sticli books may be kept^ in a 
iioil-ujKii.acress nr timed seqneitte (not iittessariJy in 
(Josed shelves). IW a dosttl sequence is meant that 
readers will not noiitially be iiilow'ed to have dii'^ct ot 
open access to the shelves romiiiig it. bin svill obtain 
Ihcir iKKiks in most cases by the old application slip 
system. This resitictioti may be waived In the case 
of certain classes of respniisibk readers. This closed 
sc(|uenoe arrangement gives us control os'cr the use of 
ill esc liookN. Fine Arts Ixioks will he exposed to loss 
of plates if they are placed in the open access shelves. 
Similarlv all pages savotirlng of obscenity are systema¬ 
tically purloined (to satisly the morbid ctiriosity of the 
hlnck sheep) from otherwise scientilic treatises. A 
monumental ex.imple of this in the Madras University 
Librai^ was Haylock tviliis' Piyr/io/oj^ o/ jejt. Pre 
vtaiis to its w'iihdraw'al from rirculation. it was in so 
mudi demand that it was treated as a fcfcietice liook 
and keftt on ihe iisup counter. Every other reaclty^ 
would ask for "Ellis", Such books also should be 
taken over to tlit- dased, sequence. Such a cloiied 
sequence may be cilletl Special Collections .Sequence 
and their bonk numlvtirs way be put hehveen two hori- 
romal parallel line* to Indicate their location. 

-1622 Abnormal Si/c .Sequence 

To come to the actual arrangement of book*, on 
ihc shelves, tt is quite necessary to see that the shelve* 
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iiii aciithtic ;ippearaj»x. 'ihi» p)u!^iabie 
iieuiatice is ol cxireme iiujKiriantf; in an open a<Bes^ 
libraiy; forj lIic liriiL thing that cieatcs a gowl impres¬ 
sion iti a reader is the trim cojiditioii oi the shelves 
rvith sufficient direction guides, staci; guides and sJtell 
guides. It is a most iinsightjy thing in a library to see 
on the shelves giants, pygmies and weaklings, alt in a 
cungiomeratioii minus the resjject dire to their ordinal 
arrangement. Hence, all volmues which, on account 
o[ their sue and weight, preclude easy handling sboiiltl 
ije kept in a separate sequence—this may be calktl 
Oversuc -Sequence and in such a niannei ilinL their 
potential energy is at a min tin uni. For as ample, thr 
boiioin-mosi plank throughout the liook-racks may be 
used (or this sequence. To indicate their location, 
dieir book numbers may be overlined. Pamphlets and 

miniature volumes may be kept in a dosed sequence_ 

this may be called Uiidersi?c Sequence and their location 
may be indicated similarly by the underlining of tlieir 
book numbers. If this is not done, such volumes in¬ 
variably get themselves squeeied and even lost, cidier 
amidst other v'olumes or in the pCHrkets of the book- 
vandals 

4625 Temporary Sequences 

The above mentioned sequences by no means ex- 
hauat the sequences that should be maintained in 3 
growing library, While these sequences are of a per 
manent nature, need is felt for thv formatinu of teriain 
temporary sequences- 

4624 Correction Sequence 

K the library makes anv attempt whatever to keep 
itself abreast of the times, there will be constant need 
to revi^ the class numbers assigned to the books in 
stock, in the light of the expcncnce gained in serving 
the books to the readers and in consequence of the 
realignment and reorientation of the divisions of 
knowledge broiigbi about novv and then in the learn¬ 
ed world. Change in catalpguing policy, which should 
be occasionally necewary', may require the revision of 
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I he tawloiiuc Cdtrles ol cciiain books. When jjroujiv 
«,f books ure segregated for fomsTtioc of cla« nunibci 
nr rtitiiioRue, thev have always a icntlency longer 

away from the siaek-toom. -iiietiai steps have to be- 
taken to call (or them at syntematir iiumals. it i» 
batter to mate a separate sequence of incin caUeO Cor¬ 
rection Sequence, so that thev ran be constantly walch- 
r<l and pushed forsrard. 

1625 Binding Sequence 

Vnoihcr factor which calls for a temporary 
sequence is one of necessary occurrtuce m a 
librars'. which gets its boob well-used and el I-thumb 
As the liooks get wom-out by such legitimai-? 
use it falls to the lot of the inainteiiance-MCLion to play 
Ute'xoie of the family doctor to such liooks. At ^8^^ 
time, the mainteitancesection n to ^nd suili “ooks to 
the hospital on medical leave, i he process of relieyiug 
ihem. keeping them in mind svhen they are paiimw 
in the binden. and reclaiming them FO^pf|y 
iheir treatment is over, is bffi 5*^®^ 
ing upon ibcm as formutg a Tempers 
SequCTice—ilie Binding Sequence. Here again, it u 
likelv that more rhim om monihly baidi mil be m 
the hospital simultaneously. The binding sequence 
should therefore have a number of sub-scquences. 

It may also be wise to have their call numhers re¬ 
examined and reshaped before they arc sent away to 
the bindery-, as they are likely lu have iheir nill num¬ 
bers marked ]3eirmanenily on their back in gbttennp, 
letters of gold when they come hack hale and heal ins 
boirt their sojourn in the bindery-. 

4626 I'opic.-il Sequence 

Apart from (iuding for every reader his hook and 
tor everv hook its reader, the reference action has 
also to satisfy the Fourth Law, v«., "Save the time of the 
reader''. In tenain siluaiioits. the reference section can 
achieve maximiuu result in this matter, jf and only if die 
fo-operitirm, of the main ten anre-^n ton ts forihcoming. 

in 
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Ulta c«M3^rauoii, lilt- «iaimciiajice- 4 cciiou can and 
iS ?. viial reasons for .mam- 

Vrihiiiin * f TCglSltf ju tTjfdi* (jp |}||» yf 

otunie, one rard. js [ht csiueint* mabiliiy that it gives 
to the aitanpmcnt n| btjoks. The maintctiance-sccdoi, 

I’ |>^ fr^Jy iuriiutif^ SDecial 

.11-111.111.1, II,at .,„,y a,i^ ^ 1101? A 

>Kri7»S~'rfT'" "'I'™ « 

7r ' 7 CKptrimcnts 

TJLr r 

Op, isf]| find occasHJii to form sudi 'ropical Seimenrrv 

any odier important loc.ai cvem tvifi Hive ,hc 
^ca«on lo Uie library to lor.n such mnporfr> 

.al ^fences, fhe ifistussion of Biij ^ ^ 

mentons resolution (fiat tnay come up I«fore the iS 
aiure may prove to lie an excasi,)!. to rm-m suTa 
temporary topical sequence. I'he rush of enmihm 
and .he pressure of time in a Legislative diiud 
[.ihraiT svouJd make the uork of the hhmnprilS 
ncni, if not impossible, if such temjjorary toulGd^ 
queiires are no. fn.elligentfv sensed and foS in at 
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vance and, lUtir lonnaUoii wflX'lU Iw ini|xissible even 
if ihcy arc but for die exLraordinarj' jjoirei 

ivliuh given lo him l>y iliii ivoiiderful invciitfmi, by 
till’ lilMiuy [trolession, of liiU exlifinely mobile 5 li_elU 
leguiei'in-rards. ami die equally facile Principle ol 
ParalleJ Movement Perhaps, the value ot the free¬ 
dom 111 rnrio viidi temporary topical v.-qucnci^ at 
pkanuie will Iw most apimeciated in hitsiness localities, 
whose patrniw tnow lie^t the value of time and indeed 
took upon rime as monei .iml ntoiiey us liine. 

JfiJiT lhiitci[)le of PaiaHel Movement 

Having tieen obliged to disturb the schedule urdci 
jmd to arrange the liooks in so many sequenew, it is 
a great responsibility for the shelf-section 10 main¬ 
tain correct urdcr in the shelves and to see that every 
iKiok is in its correct place. The merhankal appara 
Ills ir.ventetl by the Itbrnry professioti to scrurc this 
k ivh.it is knmvn as tlic Shelf register. It i.> made up 
of rartU of standard sire, vLt., 5 x ft inches wit ten on 
the principle—one title, one nittl—with the cal! num¬ 
ber iti the leading line. These shell register f,irds are 
kept alisoliitelv parallel to die books on the she Ives, 
whidi means that they are to be airanged in an ctiiial 
numlicr of sequences. WJiat is more, except when the 
iKXiks. leave theii" jiropet place on the shelves to get 
into the hamis of a vender, every movement of the Iwoks 
should be controlled and imitated by an exactly paral¬ 
lel movetnenl among the shelf register curds. The 
tlisrmery of thb Principle of Parallel Movement has 
utrned out to lx- die punaceti of iiuist of die ills in 
the management of the hooks in the library and 
brought in its train; the itievtfablc genesis of the main¬ 
tenance-section. The shell register rabinet is the huVs 
of the stock in the library and correspondingly the 

inainienanre-scclion is the huh of the staff of the 
librars. 

463 fiinDES 

The maimenance section should put up guide- 
iKtards to places lihe reading room, fieri odirals room. 
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taialogue room, siack-rooui. etc, w ihai rcadcTf. tan 
by^ ihcmsehci find their way about in the library. 
W'ithfn the stack-room itself, ilieie 'iiould be tier 
guides and gaogway^tide? isliich .show the Fiulijeeti 
in the respective licits and gniigvrays. There slniuld 
also lie Ixty-gnitlcs in eacli bay showing die suittecus 
contained in it, It has liten found from expcriciiric 
That earh bay-guide inay liavc to be in at least sfx lines, 
,All the above mentioned guides may consist ol thick 
^d boards js" jc ti" covered wiiJi white ;>aue)'. Each 
bay, whose standard width is 3 ieet will ref[iiij'c 
two guides. The legends, w hicti should consist of the 
class numljers and their ft|uivalenis in the natutai 
language, may be itendilcd on these guirle boards 
Each dielf-plank also should have siielf^ides. As 
the stardard-lengih ol a dielf^plauk is 3 feet it is 
found helpful to have an average of three sheif-guidcs 
in a plank, These shelf-guides inav be strips V’ long 
i wide cat from white Bristol boards, Drscanied 
catalogue-oirds with one side blank may be used for 
cutting these strips. The sliell-guide also should give 
the class number and its equivalent in the natural 
language. Since we have said that 01 ; an av-erogc there 
svill fie one shelf-guide for everv- linear foot of shell- 
® obvious that in a stack room accommodating 
p.OOO volumes, about 3.000 shclf-gxiides will be needed 

mnintnin these shelf-guides 
As the hooks will be frequently moving forward as a re¬ 
sult „! new accMsiom. these sbell-guidcs also svill have 
to be frequently moved forward and adjusted. This 
S raaifitaiuing the shelf-guides. 

The best way of facilitating this work is to provide 
wjedge-^apeti grooves along the front erlge of shelf 
plank m which the shelf-guides cnii be slidert. 

\djusimeni of flu ides 

It rttusi l>e a matter of prestige for dip maiijie- 
iiance-SKiton that no guide tells wrong tale. The 
-shclf-guides will have to be carefullv watched and ad- 
jmted. from lime to time, Into their proper position 
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The bay-guides may not require §udi frequent at¬ 
tention. But whenever books liave to be trattsferred 
from one bay to another the bay-guides should be 
imraediaiely corrected. Tlie gangtvay guides and the 
tier-guides will not require even aj; much renewal as the 
bay.guides, 

^6S2 ResluiHiiiig 

J'o take away from the tnor-otony of the appear¬ 
ance of shclf-amingement. to exploit the Principle 
of NovcJty, to help every' bouk to get its reader and 
to keep step witJi the slovriy changing scjde of popu- 
Jarity of subjects with die rtaditig publir, it wLU he 
desirable to reshulHe the disposition of the subjects 
in die iitack-rooin at suitable intervals. Once iu five 
years the whole tibn^ may have 10 Ire teshiiHled. 
Every year some particular region may have to l»e re- 
shuifled. Whenever such wholesale rc-arrangcment 
takes place, the bay-guides and the gangway-guides 
will have to be mostly re-wTitien. 

4(i33 Rent'W'al ol Kags 

The lags on die backs of hooks should he mpidlv 
reviewed each tlay. The entire stack-room should be 
coyerwl in tliib way at least once in a iiioiidi. Ihiring 
this review, all worn-tnu lags shoidd be rtpipced bi 
fresh ones and the mil numbers copied on dieiu, aL 
ihc iiew'h written call numhenH should Ire scrified 
by somebody else or by the same jitrsoii on the next 
day before die volumes are put hack on the shelves. 

4fi34 Ojjcn .Vreess w'ithoiit Guides 

It i> sheer caUuusiiess to adopt open access sys¬ 
tem wtlhoiit jikniy uf guides, or even If there arc 
guides, to leave the guides unchanged in an ever- 
rhaiigtug library. It will lie rriistraiion to readers. 
It will fVHtu iriitati; them. It will bring otlium on 
die library stall. Tbvte js iiu doubt that inauilenatice 
of plenty of giMilfts in ihdr right jdnm will crmsuni'; 
cuiisidcrsiblc suiff-iime. Li linin' authuriiw-s should 
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lake dih inm accowiu in proviclinij- staff. But uu 
the hklr uf the ^taft aUo, tliey sIiuuUl liaie a seiiwi 
of vaitit uhjcli is sufficieiuy lojui^lliiig lo uuike ^lieui 
led uilscrahte even if one Riiiile h in tlie wrong plncji 
or one plank is ^vithoiii guides, 

464 Books 

rite work of absorbing ilic access^ioiisi of the week 
into lIiL stock slionkl r>c tlone mi a weekly basis. 
As soon as the preparation oI tlic nenv voliiiiies oi tin 
week is ovtr^ Mirt them out according to their sequeiu 
ces. In each sequence arrange the volnines by theit 
call nunibersp Do siiiiilaiiy for their shelf-cards^ 1 ally 
then-. Books of a normal nature lit lor display in 
rccej]f additior.s shelf should noi,v be separated witii 
a p ■ ille! separation of ^helf-rards. These sieparated 
ahel. uds should be put in the recent addiiimis bo.x 
behind the guide '^sequence 0^"* I'ake this box and 
the new volumes to the recent additions shell which 
should be in the first row^ of shelves in tlie stzick* 
rcHani. Pull out all die volumes corresponding to the 
shelf-cards behind the guide "StK|uenre 2'*. As each 
volume is pulled ontp turn its shelf card hi its owai 
plane througli a riglu angle so that it stands on its 
shortei edge- If any volume Is not to be found, trace 
11 ouL Aftei oJI ihe books have been traced nut, 
Eranslcr the guide-card “Sequence V' to the 
ivherc the guide-cord "^Sequence O'" iransferritig 
the latter to die end of the current iceek's cards. Pul 
the curreni weeks book$^ meant for display, an the 
recetit additions shelf in the classified order. 

4t>41 Released Bi^oks 

Hand over to the countei all the ickased bookji 
wdiich have been bespoken. Take the remaining books 
along tviih the otber books of die current week arid 
shelve them in their proper places. Take out from tl^e 
recent additions box the sheltcords whidi are stand¬ 
ing on their shorter edges and put them along with the 
jhell cards of the weeks additions which are not to be 
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pui O'!! ttic recent additioiK ihelf. File tlieie cartk in 
the proper places in tlie shclI'iegUier tabinct. 


U$«d UiKik^ 


ttj’121 Cotnuhtd Ifvifks 

Every I tour walk rouritl the reading room and col’ 
lect the books left by leaders uri' their respective tables 
after consultation. Enter the statistics in the consult¬ 
ation counting sheet and slicive the books in the re¬ 
turned books-dtelf in roughly classified order. This shell ' 
may be in the Rrst rosv of shelves in the stack-room. 

4G-12Z iiorrotaed Books n 

The books returned by members at die dist^tgmg 
counter should also be brought to the returnef^’-ioots- 
shelf at convenient intervals and shelved in a Jughly 
classified order. 

-Hj423 Rephfing 

Readers should be allowed to take away for con¬ 
sultation or loan any books lying in the retumed-books- 
shelves. There h nothing gained by segregating theta 

keeping them asvay from the use of readers until 
they go back to their pcmianeni places in the stack- 
room. On the odief hand since the books in die rcplac- 
cd-books-sheives will be popular' ones there is every 
chance that tnaiiy of diem xviJI go into reader's hand 
in the cotirsc of the day and that die books to be ac¬ 
tually replaced will be coiisidenibl)’ reduced in num¬ 
ber—resulting in the saving of the time of the staff. But 
the volumes which stay back in the retumed-booki- 
shelf should be replaced in tlieir permanent places once 
in a day at an appointed hour. This hour shoutd be 
the slackest hour in i!ie library-. 

4643 Correction 

For all the volume} which are taken out for cor¬ 
rection work, transfer the shelf-cards to behind the 
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coirecily daied gutc^e cards tn the correction sequence- 
Wher: Uiese volume^ cunic bsick afttr coiTection^ 
shelvt; them in theii pioiacr pliice$ and Jilc their sJidf- 
cardi ill so iti ^ piar3llel numuer. Periodically the t^helf- 
c^irds in the conredon sequence should be cliecked and 
steps should be taken to rDiiiid o\t the ^vork ivithout 
undue delay. 

465 RecnriCATtoK and VEmiCATioN 

In an o]?en accessi library, readm are never allow¬ 
ed to rejdacc books 011 the shelveiw They have freedotti 
only Hi pick nut hooks front tlie .shOlveSi In spite of this 
convention, liookv do nilxeil up as a mult of tlie 
reader's brdwsiu|r round the sUitk-room. Even apart 
rroni trill I Ilia Sly minded [teopit deliberately putiir.g t 
book in quite a tlistant place^ die unintended 
pluceinenis u'ithiii the siiinc shelf planks uoiihl in die 
long iiiji mooiit iifj to very near chaos. Unless the 
Iwoks arc put back in proper order periodically, readei^Ji 
3vtll lie pti' to milch difhcnlty; nor vtui the librui^ sialf 
find books easily* Tlie piore^s of restoring order 
among die hooks h tailed Shelf.Rectificadon. There 
is a bn need for periodical Stock-Verification. This h 
normally tlone once in a year. This practice usualIv 
involves much disturhanct in die rythm qI die u^ork of 
the liljrarv. Some lihraries go to the criminal extent 
of closing dosvn to the public for the period of fuock- 
verifiration. This practice violates all the lam of 
labrars' TJie neecssarv shclf^rectifinition and 

stock-serifioiiou ran he comhsned into a single firocess. 
In oihci words stork-verificition scill Ih* automatically 
Vlone not merely once in a vear but even more than 
once if vhelF-reciificaiion is pro|>erly desiciied and cor- 
reedy rarried out. 

IfiSl Cycle for Shelf-Recttfication 

All the legiotis of a librnis xiuy not U' equally 
prone to dbiurbance by readers, fhe main sequence 
will 1 m! ihe nio^t dbnirlicd* 1 he t hjit:d sequence will 
not lie dbiurlicd at iill. The vctuiiihuy and the lertiarj' 
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R'cjucnrcN will l>e disturbed much lei\ tiuiii the 
ni'ijueme^ It is dcsirrible thnt liJidl-rcrtiftmiion should 
1»c done in the main sequence at kavt onct in a nifuitlr 
TJiat for the sccondan sequence may |>erliaps l>c done 
oiific in six montlts. It may l» ennuj^li to attend to tin* 
oilier sequetices outc in a year. Hawever. die frequenev 
of fx>ri(Hli(:nI dusting and deanittg of these four 
sequences shoitltl lie in just titc reverse ar4er. This is 
hecati.se tn the main sequence the books are constantly 
distill bed by the readers themselves and dust and in- 
sects cannot therefore‘accumulate very murh. Bui in- 
thc other sequences they will accumutate. 

4652 Daily t^noia 

The daily tjiioiii of the region for shelfTcctidcaLiou 
can lie arrived at by latiiig ilic total length of shelving 
to be lectiBed and the period in which it sliould he 
donc« Eacli day, take out the shelf register trays tor 
die day's <|uota. As far as possible make the 
end^ points of the quota the end points of consenieni 
sublects. The rertifintlion-work should he dime by 
two people. 

46521 Checking mih the Charged Tray 

One of the petsons sliould read out, from the 
charged tray at the counter, the call ittimbm of all 
the Imok-rards lying within the range of the day’s quota. 
As each call number is read out, the second person 
should turn its shelf<ard through a right angle in 
its otvn plane so as to stand on its shorter edge. 

46522 Other Preliminary Checking 

Do simtlarly for all the books of the concerned re¬ 
gion, lying in the bespoken sequence or among the 
books rettuxed or being consulted By raiders. 

46523 Piml Checking 

Then take the trays to the region of the stack- 
room to be checked. One person should go on read- 
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ing ihc call iiumbeis ol tlie books on tlie shelves 
Tbc Ollier person should go on looking up and push¬ 
ing toii-ards liiinsclf, ihe corresponding shelf tegisier 
cards. If any shelf register card standing on its shorter 
edge irtt;r\dies, it mmi be turned down to its normal 
position. If the book corresponding to any sUclf-card 
jying in the normal position is not read out by tilt 
man at the shelf, diat shell-card should be turn^ so 
as to stand on the shorter edge. The result will be 
that at any moment tlie cards tliai stand on the shor¬ 
ter edge in the checked region will be those of untiac* 
cd books. On the oilier hand the cards svhich stand 
on the shorter edge in^ihe unchecked region scili \k 
those oE traced hooks. As the checking proceeds, mis¬ 
placed books ti'ill luippen to be read out by the man 
at the shelf- It may happen that the card of a mis¬ 
placed book is found standing on its shoncr edge in 
the checked region. It may then be restored to its 
normal .state of standing on the longer edge. It may 
also happen, that the shelf-card ol a misplaced book 
ds in the unchecked region of the tray. If so, ask the 
man at the shell to shelve the hook at the proper plaoc. 
/if any reader takes away a book oE the iiitchecked re¬ 
gion of the day's <)uota, before he leaves the region, 
the shelf-card of the book may be turned so as to 
stand on its shorter edge- Thus tliere wUl be no ob- 
stniction whatever for readers to use any book thej' 
like tvhen the shelf-recti Rest ion ct/m stock-veriRcstion 
Js proceeding. ; As soon as the checking of the day's 
quota is over, enter in the investigation note bnok the 
details of the cards which stand vertically on their 
shorter edges and then restore the c.vrds to their normal 
position. Insert the shelf register tray in its proper 
place. 


46&24 Utilraced lioofu 

Investigate the items untmeed w^ith the aid of die 
investigation note Ixiok. As each Item is traced, res¬ 
tore it to its proper place and strike out the entry m 
the im'estigatior. note book. The items that rln rtoi 
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gei traced out wjiliin the year should ^xr taken as lost 
booJur 

^IG&25 Speed 0 / Reciific^tim 

EiipcricrKe had shown that lUe classificaiion scheme 
that h used Is an Jndividuahsing one like the Colon 
Classification in i^hirh the hook Tiuni1x:r is designed tii 
an 01 ^nit relation: to the tbiss iitrmbcrp it Is sufTicierit 
if the book nttmber alone is read oiii. All that is netd- 
fCd is to have an occasional check up by reading the 
whole class number. Even the otcasiots for it are 
automatioilly iiidtcated when some diEiexiIty arises. 
The iiumljer^ for the took numbers on the backs of 
l>ooks alone to be strictly parallel to the book numbers 
in the shelf-cards without die class numbers also hems 
strictly parallel^ U negligibly smalL I'Jiis makes ^hclf-^ 
Iectifiration expeditioirs. Nearly a thousand \olun>e-s 
can be done in an hour* This means that by doing 
sbeli-rcctification work for one Jiour n day a cycle ol 
25*00ft volitmes can to checked in a montln The main 
sequence in most of the imblic libraries is not likelv 
to exceed 25j0t>n voUimes. 

4G5S Policy 

We have few pnbUc libraries in the connuT today 
Even the number of institutional libraries is smalb 
Even in the fete which exist, the library is looked upon 
as a treasure-trove rather ilian a work-plnte. When 
hooks ii^ere mantisrripts or had scarcity value they tverc 
even locked up in diains. IE a diained liook svas lost, 
easily the jailordibrarian was lield responsible for the 
loss. TIjc practice of making the librarian pay for lost 
Imoks is thus centuries old. TJtc books lost their scar¬ 
city value only lecently* The shifting of emphasis, 
from preserving without loss to promoting use even at 
the risk of loss, h coming in libnii^-outlook only verj’ 
recei'tly in anv part of the world. iVe arc iherefore 
[passing through a transitinn period. Clever iinscrupuT- 
oiis people are taking advantage of ihU siiuatioii. Nftirh 
fuss IS lieing made of stock verifier 1 1011. This i.s used 
:m op| 30 itiinitv for harassing and JuimUiating 
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i hi^ iiI m> proven io Ise a coiiveiiieDL hifiidJe 
lor wreaUing [jaliikaT, j>er^iKil aiid othci cxira-iJiui^il 
ien^^canc:c+ When the matter h thus py^icd on 

\o lilt haiick ioT wreaking |>er^ojial ajid oilses 

eNtuMnunjl ck ‘iDoliiicians, members in tlie library pro* 
legion iheiiiselvc^ get deniorali!£eil Xintl «ict as their 
accoinplirei. The paras lies who live or. ilic profcsAioji 
Hither thjin live h>r it thrive and arrest the devdop- 
ineni o\ library servite in die country. AU thii must 
go. A new policy nuist be adopted, Otir public Hbni' 
ties, which are yet to be established, sbould straight 
away adopt the latest healiliy tradition in the matter 
o[ siock^veriFtcaiion—indeed in regard to the very 
purpose of public library sy'stem^ Thai purpose is ito 
longer to be the preservaiion ol every' scrap of paper 
which blows into the library—ot everj' ropy of cheap 
primed books even alter it is worn out by Tin- 

purjiose IS to gel IBooks as Avidely used as |)OftsibleH and 
even to take reasonable risks Jn this matter. 

1654 Ineviiable Loss 

Even iviih die ^sest of safeguards, the most hu¬ 
man treatment possible and vigilance of a liigh order, 
there svill be sonic loss^ The ainboriiics ot die libr¬ 
ary should be prepared for it. In British librarief^ loss 
of one book for an issue oF LOflfl volumes is considered 
Lfilerablc- IV. C. Beovick Sayers, for a long time 
flhicf Librarian nf dm Croydon Public LibrariesH has 
w'l'itten to ns as follows on tliis question: 

''Ohd bodk for an. issue of a thousand volumes iSi 
as you say, probibly u tolerable loss. ( 1 have just 
dl£eovercd by a count of our shelve that in sixty years 
we have lost 37p000 volumes^ in this tiiriE we bive 
issued 50 miUion books)- T ^ould say this was about 
ns low a In^ os one could Cispect in n well managed 
librtiry, and that in a library where there are students 
who very tnudi covet eeitatn bnoka mmn of the mora] 
oufistions you mention may be involved. But 1 like your 
idea of the library as a social inslltution in which the 
risk of loss should be wndertaken if thereby ytnir '"first 
law" of library science can be completoly Tealiied/' 
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IL must l>c TL'nicisil>erciJ m ilii^ tr^niicctlon tliaL 
during hoin& pan ol die dO yeai^s which had been 
raken inm account by Mr- Sayers, die library had been 
^vUhinit fqien arcess* The fart is that toss fioni uiis- 
crearus will take pbte aiitl does take place ever* in libr¬ 
aries H'hifli have no upen arress. The Anierican 
libraries sire pre|iared to fare men :t hiRhet |HTcentaj5(‘ 
of loss* Modern tibrarv policy is bafied on rhr follour¬ 
ing ronsideratmns:— 

1 . Such a rate of lois 15 considered as a fair 
price for die enormotis increase in the use ol 
fwiok^ which open access in variably stiiniilaies. 

Even on socioHlei^d'gTOiijids ihey argue that 
it is unjust to |>ena 1 ke die honest folk of the 
community ^iid deny I hem the iiiimeuse beuiv 
fit of open access simply became there arc a 
few crimirials in the conimuritLy who could 
neither be detected nor prevented from their 
mischief. 

X On purely sociological graiuidp Uiey argue that 
ihe patrons of a library' arc only a random 
sain|jlc of tju^ commitniLy. Until ihe com¬ 
munity as a whole is absolute I y puriBed^ the 
rommiinity wdlj have to face the consequences 
of its possessing mminaUmiridcd ineml)ers^ ft 
docs so in all spheres of artivities. It caonoi 
hold a cotittani.^ attitude In the sphere of libr¬ 
ary service. * 

4. II we rcinembcr that salcguuidcd open access 
system will not give oj»n access to rare and 
valuable and irreplaceable books^ loss will 
be most incident only in the case of ordinary 
books. These books are not eternal entities 
by any meaiis. Hardly any these hooks 
will be physically fit for use after being circu¬ 
lated about a hundred times tvhich means 
for about two years. By that time many 
books may also f» oui-moded in their thought- 
content. If a book has served well at least 
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for or tliree yeari, ii Ijecoiucs Bi for wkB- 
dravral from circulaiiou. The old Victorian 
notion that every scrap of paper once acces¬ 
sioned in a Jihrary should be preserved per- 
manently and for ever is derived from a sense 
of property in boolu which originated in the 
medieval age when a book often meant a nni- 
tjiie manuscript of considerable money-value 
also. Toflay ilic printed lK>oks do not have 
that money value; they arc not unique; in 
fact, they grow otii-of-date in tlieii' thought- 
content and are replaced by more up-t^date 
books from time 10 time. The library 
antiiorities in the West argtie that it is tvrong 
to continue in these days of cheap, rapid and 
pleniihi] jntnting^ attitudes that tvere neces¬ 
sary in the centuries prior to the invention ol 
printing. 

5. Another ground on which open access is prac¬ 
tised in AVestern lilsrarics and in some of the 
libraries of India also, is based on the view 
that the library is a social institution. It is 
indeed a kind of social powcr statton where 
tite minds of the ntembers of the community 
ate energised. The thought-energy which 
lies locked up in a potential state in books 
Is transformed by libraries to a kinetic state 
in which it can Simulate the mind of a rea¬ 
der into helpful activity. Thus a library re¬ 
presents transformation of energy. There is a 
w'cll kiiotvn law In Tliermodynamics that it 
is not i>o$sible to transform energy 10 an easi¬ 
ly available state w'ith cent per cent efficiency 
i. e. without some dissipation and Joss. The 
library cannot escape this incvoraUle law* ot 
iiatiirci if Imoks me to do their iob for the 
romrnoniiry, we must Ite pTep.sred for loss due 
to wear and tear and to some extent due also 
to uncivjc propensity in some of our brethren. 
Viewed in llic larger context of ultimate 


130 






WORK BBHEKD TSE SCRSEK 4655I 

national economy—economy due to the en¬ 
ormous saving in men hours vrhtdt open access 
will effect in tlie getting of light rclaxa- 
tion hy the people — ^ihe risk of loss involved 
in the introduction ol open access is negligi- 
b1c> 

G. The cost of boolis inevitably lost in an opci; 
access JibrarS' should Iw written off. If die 
pmportion of loss to the annual issue exceeds 
1 to lOQO, the matter should be investigated 
and the causes for the loss should be found 
out and removed. This does not mean a pre¬ 
mium for umrariness on the part of tltc staff: 
nor does this imply that we want to free libr¬ 
arians from any responsibility udtatever, if 
there is reason to suspect the hmn fides of 
I he staff they should certainly Ite sent out. If 
iliere is reasonable ground to believe that the 
librarian is likely to thieve, there is no ob¬ 
jection 10 his being treated as a thief. 

*1655 Open Access 

It is as much an anadironisni today to cliarge the 
librarian lor inevitable loss, as it Is to deny open ac¬ 
cess and to make the reader wait on iJte otiter side of 
the barrier till the book could be found by an atien- 
dant and handed over to him. With or w'i'thout ojjen 
access, books are liable to he mmiiated and lost. 

46551 initiation 

1,ei us take up mutilation first. One could 
mutilate a kook only in pris’acj'. Privacy, es‘cry rea¬ 
der gets srhen he is reading the library book either 
in the reading room or in his home. Even within a 
reading room it is impossible to have a close watch over 
every' reader. Open access does not add much to the 
opportunity tu ton if late books. It svould be parti- 
fiilarly so if ilierc is adeqate leicrencc siaff ufio jjer* 
sonally help each reader and incidentally deny privaq' 
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10 Lbc feeder whcin he ii in the stiick-room. U jk u 
mailer of experience that muiikliori in an open ucces* 
vy^ttni not al u liigher oidei lliaxi in a closed syjsicin. 
1‘his means fliai denyin|^ open access is by no meanii a 
meiUoil of miiijml^tng nnitilation. Tlie only nicihod to 
be adopted lo minimise it is to lum public opinion 
on the problem by minaciing the dicntcle individual¬ 
ly, aiHl occasion ally collectively. This method is nn 
doubt slow in results. It requires jjersistence; but it 
is a sure method. At any r^ie mutilation can not be 
iisctl as an argument against open Access. 

46552 Loss View^sd from the Side of Books 

Witli rcf^rd to loss. tJierc is no denying that risk 
of loss does increase with open acce^. It moy reach 
an appalling dimension if open access is introduced 
rrcshly without safeguanis. But during the last 50 
years, the library profession has begun to practice 
safeguarded opci: access system with very goixl results, 
TJie following are the safeguards:— 

1. All CTit ranee and exit to the library should 
l>e strialy through wicket gates controlled by 
ti»c counter staff, 

2. Every other opening like windows^ doors and 
^euiiLaiei's should lie fiitctl with weld'-mcdi 
shutters to prevent the lemptation to liaiid 
out books through them. 

3 . Rare, specially valuablii. and wut-of-print 
books ^lould be Jo a separate sequence whert 
access is not allowed. 

4. t.ertain kind of text-lxioks niitl treatises wJitcb 
ptaiti niomentai'y abnormal cxaniinaiioii- 
s'aluc or fov 'whicli there U mottientar)' craze 
sltoukl also Ijc segrejtatetl and given otii onlv 
Oil a]>plictition. 

5. I here should be a similar segregation ot 
liaijiphlcis which cmi easily be smu^ed. So 
much from ilic side of books, now wc shaM 
examine tile human side. 
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'JCSSS Lots Viewed from the ftutmn Side 

Readers fall into three classes. Those who are 
scrupulously honest at one extrerne, those ifho are un- 
redumable triniinals at the other eKtreme^ and die 
tnajority who are in tJie borderlRnd. The first category 
will not add to loss o£ books if optfn access is introdu¬ 
ced. 'ITic second category will take their toll even with¬ 
out open access. The problem there lore reduces itself to 
the large nimibcr who are neither saints nor criuunaU 
by nature. 1 he library profession ha.s found tliat ilicy 
can be kept on die side of honesty if the library is 
kept ojjtii on holidays and for long hours [iurticulariy 
iifter work hou», so that they are sure to get their 
(eading fnaieriiiLs whenever they are in a mood to 
read. Another factor whi^ makes them true friends 
of the library is the provision of jict^onal and svinpa- 
I he tic aueti^irin and prompt and service. A thiiU 
lielpfuj factor h helpful order of hooks on the shell 
iv'iih guides of kmd:^—^for die tiert gangwiiy^ 

aiieif 4 tnd 10 ou- Absence of dicse helps usuitUy testilts 
10 dcteriofatioji of teinpri leading to ci^iininnl tenden¬ 
cies, 

Ap^iri from thi?f Umte should bt* vigiJaiicfr 
both 111 the stack-room and ar the rounivn The safe- 
gun rtls needed ^ire: 

/i) Helpful dnssified arrangemeiif of books; 

( 2 ) Helpful guides; 

(3) Helpful reference service: 

(4) Necesssiry staff for vigilance; 

(5) Promotion of pubik opiniori and relattoii. 

(6) Extension of libriary hours and working days, 

466 

j\u ini}x>i tuiti i>ai'c of main teuanee work k to keep 
die books in a physivaliy lit conditfoti. The standaid 
ot arllvtk binding of books for private u^-^u'hidt 
meaiu vti^ sji:iring —is quite high. But rc-pinforced 
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libiiiij biiiUiiig tu btaml coiisutit wear and war Jim 
not yet cquw into vosvie in India, tvcii roiiLCiii^ liki- 
split boiinli and fiencli joiiiu are unkimwn* t he ncc(^- 
sary iniiierials oI good nualiiy are not easily at ’ 
able, U is therefore necessary that the most detailed 
six:iifi«alion should Iso given lor binary bnuhiig. ^ 
svonid be a good policy to ask the Iniidcr to take 
nul instnitlion rioin the Ubriirian. Wink* a fmok hke 
nouglas Cotkerell’s iome *>« J'*, 

uive the titeessai v details, a specilication for library bind- 
in« is given at the end o( diis section for ready lelerciia* 
tacb libiarv should also train some luember of the 
staff to make petty rqKiirs. A siiich in time saves nine, 
as ihc saying goes. 


4661 Daajaged Books 

As already stated in sections 331. 33231 s-od 53286,^ 
the damaged books should be jiicked^ op ) 
the counter staff and segrcgateil for attention. It is 
also desirable to walk round the stack-romn and pUJ 
oiu books which nctil re-binding. All die cumi^tcd 
volumes of ptrlodiraH intended to be preserved will re- 
quire to be bound, k is agaiti a matter of policy wUe- 
Oier a book should be sent to the bindeiy- after pe 
publishers's case is worn out or even at the beff nning 
before it is released for circulation. Wc are of the opi¬ 
nion that the life of the book will be coniidciably 
ktigtheiicd if the latter course is adopted. If we can 
net books Irom publishers unboiind in shetLs, a is well 
and good. In Nomay where let*' i>ublish«rs agree to 
do so, tve louncl that the DirfCior of Lihnirics ruth- 
tesslv pealed ofi the publisher** cases as soon as the 
books arrived from the pubUdicrs. He even employe 
a fairly large staff to do iliis pealing work! In any case 
books in paper covers should not be released for use 
Iscforc being bound. .At the same lime every book may 
not need costly library binding. In the ase of 1>Mks 
of passing interest, particularly ordinary fiction tvhich 
are tinted on b.id paper, it may l» diea]J« to buy 
additional copies than to haw them hound in the library 
style. 
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■1662 Volumes fot Ijiiiiiiujj; 

PctUiips Uindiug u'urk b best (lane oti ;i munthly 
basis. As soon as ihc quota for live moiuh lias been col¬ 
lected, artaiige Lheiu in a classified order. Take out 
tbeir shelf register cards and fonu a binding sequente 
of iliem. Scrutinise die volume from the point uf view 
of their binding |Htciiliaritics and fonu them 'into 
hoiiiogenous groups. The voiiitues in each group being 
i(t dassificd order. Prepare binding siips tor eacii ol 
them. jVfakc an order copy for binding Jiom mit of these 
slips. .Ask. ihe binder lo come lu the library and tol- 
latf alt the vohnnes. It any volume is defective decide 
whether it is wordi binding, if Jt J», note die defects 
in its binding slip. Hand over tbe volumes to die binder. 
Keep the slip in the binding box. 

Ki6il Uound Volumes 

Before forwarding begins, uupeci the Iwoks in the 
btndei 7 to see if dre spcciGcatioii has been 
fully followed, Wheit the bound volumes come Iwck 
to the library check diem with the binding slip, sentti- 
nise if the tooling has been properly done, Insert die 
books in their proper places^ merge the corresponding 
shelf cords in their propr places, and clieck the binder's 
bill with regard to stvlc- of binding untl the rates 
claimed. 

Sj)ediicaiion for Ke,inloiced Library illnding 
Assumbling 

1. Culfatioir. AU hooka received by the cotilracloi 
are to be essmined and cuUated and any found to 1» im¬ 
perfect or eeriously dontsfed are to be retumed unbound 
to the librarian. Torn leaves and plates are to be neatly 
repaired. 

A periodical aball not be held to have been ebUated 
properly nor to be perfect, unless all tbe parts of a volume 
are bound In wrrect order of pagination and the usual title 
unS contents pages and indexes arc inserted In the proper 
places. Unless each imperfect end damaged book Is report- 
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ed upon to the Uhrerian and unlesB the Ubrarian hM 
iUBtrucled the conlractof to proceed with the work on sue 
boolui, the bill wUl not be paid for aW such hooks bound 

qp Tcpiiircdr 

2 . Wreppm itnd o^iuerifseiPients in perioditaJs and, 
books iue to be bound in, if the contractor la instructed to 
do ao; olherKvisc, they are not to be bound in, 

Si«dt«g 

S. Setobip. Books printed on paper of good qualit> 
are in be sev™ one Rbeet on- t except where thinness ot 
paper makes it necessary to sew two sheets on) with un¬ 
bleached thread of suitable thickness over unbleacbod linen 
tapes. Books printed on soft, spongy or brittle paper are 
to have the sections lined at ionei and ouler folds with 
strU» of thin but tough paper before they are sewn. All 
sections broken at the back are to be lined with tough 
paper or linen strips, and where necessary neatly overcsst 
on modem methods of cross sUtchmg before being sewn to 
the tapes. The first and lost sections of all books are to 
be enclosed at back in lineo stripa. AH separate leaves, 
plates, maps, plans, etc,, are to be mounted on guards of 
linen or tough thin paper and to be sewn in. Pasting on 
is iwt to be permitted. Double plates ere to be guarded at 
the fold. No charge Is to be made for tho first dosea plates 
so guarded in each book. For boohs up to post octavo 
(CJ"x B 7; 8”) three tapes, one-quarter inch in widtb, are 
to be vised. For books of crown octavo llW * *") l«ir 
tapes, ooe-^uarter inch in width, are to be used. For books 
of larger sizes the number of tapes and their width are to 
be increased in proportion. Two of the tapes are to be piec¬ 
ed within DTie inch of the bead and tail of each book. 

Straight-line mechlse stitching win not be accepted. 

Books printed on calendared or heavdiy loaded art paper 
are to be reported to the librarian and a quotation sent 
to him for lining each leaf of such books '^’ith a lineu 
hinge on a throw-up guard. 


'ft ORK BfiHlKB TH£ SCRfiEK 

I Ail folded iiiDpt-und .illtfflSTfliiojis are to be mouitl-' 
on jaconet or thin linen or good qualltv and (0 be 
charged for jwpaxateljL 

oiuifiui> End-paperi- arc to be ol good lougli 

o^que wper of approved mild coloiu-, with at least one 
Plain wh^ leaf between each of them and the printed 
i^Mer. T^e end-papers are 10 b* made with strong 
linen or doth Joints and to be sewn on as a seeUon. 

otherwise frlelnicted the 
eai'i. ir. il * ** aeeuxateljf and to take 

^ Unless other 

instryimons we given, the edges ere to ho sprinkled or 

harmooising with the eoleitr of the 

n^atETjalA ^isad fot croveriu^ 

7. Forwardiiis- Unless otherwise diroerted, all books 
ahoi^ have French Joints and tight or close flexible hacks 
with the covering material attached directly to the bact 
Tdp« are to be firmly inwrted between split beards. 
Books hound In quarter leather or In ciotii or in buckram 
are to have the boarts slightly roiaided at coroem and 
the covering material, is to be neatly folded and not 
tzutred. 


<1 be unduly pared down or unduly 

Slrelched td covering. The Mserlna material of back Is 
o extend over boards to at Jcasl one-sixth of. the width 
of the hook, AU books should open up freely and He flat. 


B. Letteriap. Lettering ta to be. impressed tn best 
fluid directly on to Lh« materiel which covers the boolc 
The lettering is to be of good sixe and easily readable* 
small lettering will Dot be accepted except on very thirl 
hooks. No extra charge wiU be allowed up to and includ- 
ing filty letters oir/suid Ognne^r 


S. Sbes. The sire ol a book is to be dctermlnetl by 
the measurement of the board, the square of which must 
not exceed onc-elghth of an inch in bookj up fo crown 
octavo, and proportionetely for forger sires. Extra 
barges lor thickness is to be alJow»ed only when the 
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ihlckness oi the volume exceeds one halt _the width 
boards. No extra charge ia to be m«ie "Vf™ 

volumes bound ta one, unless the thickness o s.u _ 
volume exceeds one haU the width ol the beards. In so * 
rtdttlng the bills fm- work dont. the meosurem^t of to 
boanl should be given in inches in addition to the conv 
Uonal mode ol specifying the slit- 

10, AiternaHue suff(,«tfona. When to preceding 
iastnicUoos are obviously inapplicable to any book or to 
Boy reason undesirable, the contractor is to suhimt 
gefitions for binding such a book with esUmate of cost. 

11 , GencTOl, The whole of the work in binding is 
to be tarried out with due regard to the fact that the 
books will be subjected to hard wear and te^ and that 
the binding is to be permanent. Special mfitruebons, U 
any, given with reference to particular volumes sent for 
binding should be falthfuUy carried out. 

Matmali 

12. !I?trcnd. To be of best unbleached linen of suit¬ 
able thickness. 

13. Topes. To be of best unbleahhed linen, of close 
strong teJrture and of the speclhcd width. 

14. Glue. To be best quality flexible Blue mixed 
with copper sulphate to keep off insects. 

15. Boards. To be good qualtly mill boards. 

IG. Leathern- contractor must guarantee or 

„»dcrtrtt to pr«lu«. -.ha. toquircd, to. “ 

been tanned in sumach or oak bark w similar vegetable 
^ Of a mixture of themi (a) are free from sulphuric or 
tS ddetarious adds; (3) have been dyed w th colour 
that ere fast with respect to light a. well ati moisture; and 
(4) are genuine as described. 

n. Buckram. To be linen buckram ol b«l quality, 
la! Cloth- Tto he good quality art canvas or impe¬ 
rial morocco cloth ol fast colour and finlsh- 
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IB. GoUL To be ben En^lisb cold. 

20. Stvle$ and aiavs. AU eouibinatinns of tbe iol- 


1. Styte. 

1 . Helf Morocco and calJco 

E. Hull inoroeco and tnnrbl^!. 

3p Half calicfi miirble, 

4. Full buderam. 

5. Half bucicram and calico^ 

d- Half budcFain and marblet 

3. Kejiht 

U fl" or leis, 

Z Between 8^' acid a»^ 

3, Above fi"* 

3. ThieJmesv. 

1. Less than 4® psges 

2. Between 48 and 100 pages 

3. Betwi!en 10<5 and 500 pages 

4. Above 900 page;^ 

47 Finance and Accounts 
llie lask ol raisini* riioncy^ itivcsing futids^ ]nan<]g- 
ing prO|3erty, preparing and getting the sanctions for 
the budget and all other Enancia] matrer^ tetating to 
a public library usually fall to the share of the Local 
Body winch is tftc Library Authority. Never- 

thetess there may be some a mount of financial uork 
that falls to ilie share of the library. It will have to 
do initial work in the framing of the budget. This 
^yill have to be done according to the standing irntnic- 
tioii of the i^ical Body. So alstj it is in regard lo 
ac^unts. We shall deal here only witfi tlic work of 
primary fyiok-kecping which mnsi be done by the 
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library siaff and even here to confine ourselves only 
to wlwt is disiiuctively of Ubrary nature. Maueis re* 
lilting to pay-biU, permanent advan^cc. mi^Uaneous 
receipts, etc. will Ik legubicd by the standing orden 
jrrcvaiUng iti the Local Body. 

471 DorBi,E Pavme><t 

One ol the dangers trhich muit be specially 
waicheil is double payment. .-Vs boola and periodiMls 
dribble ir., al! ihirjogb the year, special clfort is n^s- 
^ary to avoid double paynient. Some kind of auto- 
malic check which tloes noi depend on memory is 
necessary, W'ith regard to books, control by boot- 
order-cards as described in section 423 will prove 
effective. If a book arrives and there i» no book-order- 
card tor it, you should noi improvise a card in ordei 
m accept the liook. You must have complete trust in 
the cards-file. Card system of this kind can work only 
if every routine is carried out thoroughly and faiih- 
fuJIy ai evciy stage. If the card is not in the order 
iray, the preiUttiplion should be dial the book had 
already arrived and that the order card had 1>een taken 
out. ft might be lying in the sequence correspond¬ 
ing to the current week’s airival or it might have beer, 
already converted into an accession card and filed 
in the proper place. Tn the latter ease the card will 
show the date of jiayraeiit and the number of die- 
voucher of payment. In the case of a jxnlodi^, the 
mu tine suggesied in section ivill, if faith fully 
carried fiut, prevent double payment. 


472 Bills REciatF.a 

Another danger iti dealing with supplies which 
dribble in day after day is ihat rcjtiiir. supplies are 
neglected and never paid, at any, rate not promptly 
p,aid. The best way to coniral this is to have a pro¬ 
perly designed register of Idlls, ,\s soon as bills are 
received, couple each hiU with its duplicate if any. 
Cibiip the bills by the parlif^s to whom payment should 
be made. .Arrange the bills in each party’s group bv 


140 


WOttK behind ths scilebn 


744 


ihc nUHiJxM ol the order to which they relate. To 
miike Uiis ea«y the parties iihoulrl be instructed never 
to include tn any one bill supplies made relating to 
TOore than one order. Register ihc bills in Ute order 
m which they have teen llius brought. Post the regis. 
icr number at the right hand lop corner o[ the bill 
- duplicaie. Then comes ihc passing of the 
ills with refemnw to order-cards for hooks and register- 
for periodtenU as dcscriljed in sections 423 and 


473 Arbangement of the Un,rji 

Tie together all the bills payable to one par tv. 
Verify the total of each bill. On the back of the last 
slieet of the hunch of bills write the total of each sheet 
in successive order and total up the figures. Get the 
posting of the figures and the grand total verified by 
another person or by yourself at some later tiine. Tliis 
must te done both for the original and for the diinli- 
*ate copy of the bills. If a bill has no duj>li[ 3 te the dup¬ 
licate ropy must te prepred. Put the pay order 
stamp in a convenient place cm ihe last sheet of the 
bunch of bills. Also at die fjotiom of each 
sheet of die bunch put the stamp "Included in vou¬ 
cher mimber,Write the amount in words in "the 
imprint of iJic pay order stamp. Write the pay order 
Jnclu,sivc of remittance charges, if any. at the end of 
the office copy of the bill. Arrange the bunches in a 
ronvement order arrorciing to the naiiire and amount 
of pavnients. 

474 VOUCHEB 


Enter each bunch in a separate line of the rejijstcr 
of paymenu in serial order. Tlic .serial number whicli 
u gets m the register of jjayments i* called voucher- 
numter. \Uite the voucher-number in the fair copy 
as wen as the office copy of each bunch of the bills and 
also at the bottom of eacli sheet m a bunch Then 
the voucher Is ready for payment. The 'voucher- 
numter begins with ‘T at the beginning of each finan- 
ctal year. . 


HI 


475 


LXBRARV MANUAL 


,I75 Posting ok \'oijcheb NDaiiU* 

1 1 i!» ai iliU voucher nmiiben »houhl 

Ik ijosicil in all the accession cards of ihc and 

ibe regbicr cards of ihe iieHodicals concerned. 

47*1 ALLOCATIO t RnGIJfTER 

II uill Ik; ncccssarv to wsUrJt the proKtesi of py* 
nieni for l>ooks and pcriotlkaU so i It at the 
allocated for each subject is tioi exceeded. This s 
tontrolktl by allocaiins die anioum of ca^ 

10 the dilferci’.i subjects under the heads books and 
*‘|jeriodicals'* in a special allotalion register. 

477 FOSMS and KKOlSTBS-'i 

S9771. iJegifter. Printed. 10 point 

21 lb. printing paper. White, l^dnd book. FoUo 
pagiiiaiion. 3f1 lines pr page. Tlie text above Oie 
column headings and the cohimo headjiigs are to 1« — 

(Name of RcRSsicr of Bills Received in--. 

RcRisier Np. of BUI (V*) : S 

(V'y, Outside date (H 5 

iiom (S’*) t Purport-Books or pwmdicals and mam 

class symbols (IF) - ^1”?^ ^ F!*!;'' J}J; 

Amount (I’Oi Tlrafi requjsjtmn daiet iiutiaU (i/) . 
Script No. and Date (i”) i Script received date; mttiaB 
(H ; P- O., M. O. No. (4); Despatch date; mm^s 
(F): .Uknowledjjement reminder date*, miiials {i }, 
Ackoou'ledgcment receipt date; iuitiak (4''); Acknow^ 
iedgemeni Tding; initials (F); Remarks. 

S9774- rnymetifJ Rcgixtrr. (Books and Period i- 
r;ds) Primed. 10 [loint iy[w. Ledger ixipcr. Mliiic. 
Bound book. Kolio pagination. 20 lines per page- 
The text above the column headings and iht* roltimr. 
hc.adings are to lie as follows;— 

(Name of the Hhrnry) Payment Register—Books 
and periodicals (Year): Date (F); VoJrher No. (47* 
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Hill No. (J"); BiiJ date 
Uoolu (2”); Pci'todicjjils 
Rcniiu-ks. 


(i"); Pany and place 
<2*'): Subjei'L> winbolii 


48 

(3V’): 

tn: 


Register, Primed 10 pomi 
ly^'. 21 Jb. pnmmK paper. White. Butmd book. 
J^oho pagjiuiuoi: 3U Jititi per page. Tl»e text alcove 
coltitnt^ ji(.*adjng:$ anti the colunii: headings are to 


(Nfiitu’ of til/ntry) .\JJocation, Regbtei (Vearjf 

Mouth and week V^cuidiet Xo. fi*'); Dilfe* 

lent cutrettcres in which payment is damied (I” lor 
cadi ciirrem v) •. Different turrehdes in which paymetii 

T Friodicals (1" for each periodical); 

imal (I lof each currency); Remarks- 


There should be one folio page for each aubjeci 
and die retge allotment should be wriiicQ next to the 
Jiamc of the subject. 


48 File« 

The call numbers for files ot various kinds have 
bwi given m section 3» of Uiapter 3 and at the end 
of sections whose numbers end idUt 8 tn Chaplcr 4 . 
T^hese nunibcrs are the same as those giveti iii out 
utfrary adintnistration. Wherever 'subject device* is 
added after o file numbcj- the file number should be 
amplified by the class number for the subject coiuerU' 
oso . 25 h the lUTtiilwi for order files. 

23K vdi be d,e r.uniliei for oider h?es relating to books 
m Phihrsophy. Siiiiilaily 3-1 fs the class number foi 
Jilcs relatjng to twrretit jjeiiodicals- 34R will be the 
number foi fdts rchiting to cuiTent periodicals in 
Philosophy. 21 is the number for fife on sumdiiie 
vendors. I'lPlS will be die number for fife on staiul 
mg vendors fe .Sanskrit Boob. A full account of the 
fheory of filing will be found in section 08 of our 
Library (idmmtstraiiofh 


















CHAPTER 5 
Classification 


Section 51 gives the class numbers by tlic Colon and IJecioi? 
Schemes for some of the snhiects ivhich arc likely to recur 
public tibrniies. To classify other subjects use must be mad 
rtf CofoM dassijication. cdn. 3,1950 (Rs. 13 ) or Decimal dvssijka 
thH. *dn. 154 1950 (Rs. 75 ) according to the scheme adopted. 


Section 52 gives the schedules of common subdivisions 

batL the sclicmciy- 


Sectioiis 53 to 55 give ffom the schedales of gee 

graphical areas, laogucigea and chronological divisions. 


Section 56 is on book iinmb€i:&. 

Section 57 illtistiatcs the nsc of the above schedules. 


51 Class Numbers 


C, C. 

Nasnber 


SnbjeiTt 


DC 

XtttnbcT 


C, C 




m 

^umhe 


;i; 5 t 

jrj5 

5i6 

1:7 

311 
3 a 
311 
335 

351 

2S4 


CcneraUii 
mblhgTHphj 
Library ScinncA 

AdiDiniittatJoii 

CbiMilfScatloEi 

LircuLatioii work 
kefcrciice servkc 
Natl-fiiinl nbraiy 
Fnblfc bbrarj 
Rami Hbtqiry 
City JibmiT 
ChJldraa ihbiMy 
Hi»pILb 1 library 


01 


02 


B 5 J 5 

BS 

BCi 


035 

0*3-4 

**S3 

015.0 

015.5 

0273 

037-4 

027 41^4 
0 Z 7-4323 

037.&15 

037.061 


116 -El 

B 63 

B6ai3 

B&ia 

E 6 a 2 :i 

B313EIi 


TrlgaUDiiictf j 
PJaac 

Gtdtuelj^- 

0 e«irIjitivc 

Fua 

StcDanmtwu 

Pli*is 

Alwlyttcai 

Crmm 

AndJytleiii 

Ppre 


517-5 

5M 
514.5 


515 

5*3 

5 tiJ^ 

513.1 

510.1 


5lS,33 
3i3. = a- 


EncyciopftjCidlu 

InjtltatioQ 


oj 

ob 


5 

PericidlCR] 

05 


Exhibition 

069.53 

<^4 

Musrnm 

0^9 

7 

Biography 

0 * 

a 

Yfiar-lmk 


" a 

Work 


f A 

Science (Genera 1 ) 5 

B 

MftthfimatJci 

SI 

ar 

ArEthmetk 

51 f 

ill 

Algebra 

5 ^^ 


AoaiyelA 


812 

Calculus 

517 

Bjzx 

Dlfiereutiii] 

517.3 


B7 

B 71 

B7i;« 

B7t:j 

B7i’.a 

a^jij 


B^i 

B9.I7 

BgziS 

BvB 

B^t 

B41 

H05 


Solid 

DjooLiQici. 

StatrcA 

L^urd 

DydrodyotiLtkA 

Hydfoat&tlatrcs 

Aitronoiny 

CbroDolo^ 

'C^fldar 

Bra 

CoftmoMUT 

Earth 

&I 0011 

Jam 

Plane I 

ATcbjOr anil voinet 


sai 


551 3 
531 3 
531 
532.5 

533.2 

S 2 


530 

52 a 

5*9.* 

5*3.* 




Star 


5*3.J } 
533 .* 
533 7 * 

533 ‘S • 

513.6. 











I 


LIBRAKV UAKUaI 


c, c. 

amtMr 

Snbl«rt 

D. C. 
Iflllllbel 


Phyilcs 

SI 

S 

Fniciiieiil 

Propcrtira of 

5307&3 


matl^ 

53 ^ 

1 

SoUd 

539^3 

fti 

Crystal 

34 tf- 

5 

liquid 

5|a.t 

5:61 

CdpiliATiiy 

5ja,6 

y .02 

SurUce UiiiiloB 



VlMOftlty 

53 ^-i 

i 

Gu 

J 3 S 

8:6 

Vacuimi 



Sound 

334 


Hot 

510 


Itadiatioo 

513 


Spvctfoseopy 

335 S 4 

1 

U^ht 

533 ^ 

2 

Ultra violet ray 

513-0 

3 

X^ray 

537-53 

6 

Infrii-red taj ^ 

535-0 

? 

WiLve 



Hleotriclty 

517 

z. 

Current 

537-5 

S 

St&tlcol 



^Tagaetiscn 

5 P 

t 

Ki^He Uieuiy 

533-7 

19 

glectran tbtory 

54 * a 

ii 

QudoLuii] 

530 * 

To 

Relativity 

330.1 


Engineer Ing 


i 

RtiildinK 


1 

Irrigation 

U26.S 

i 

^fining 

6zz 

! 

Ttaas|)ort [,tratkj 

635 


HJftllway 

t*i -7 

Ns 

RnllrDtld 

023.] 

z:S 

Harbotir 

61? .i 


Tranaport ^vclilc1c]6r)9 

121 

Cert 


tis 

Cycle 

629.437 i 

.13 

Molor 


15 

Railway eufrJjge 

699 

*3 

Ship 


*5 

Sulimarbc 

623,825 

1 

Air vehicle 

Oig.iii 

a' 

DltlBfblfc 

639-1334 

IS 

Aeroplane 

639.1334 


Mechani^l Engin- 


efcHng 

£11 

6 

ModiliicJrv 


7 

Clfficrol luaehincTjr 

71 

Lift 

631.8:^774 

711 

Jaest* ikrrfck 

611J74 

71a 

Rlevator 

fpil.877 


C. C. Subtect I>, C. 


Nuiober 


XdmbeF 

D&yz 

Holdling 


D:71 

Conveying 

6zi'8fi7 

D6:74 

PreMiog 


DO^B 

Worksbop 

031^9 

D6:$i 

Planbg 

611 91 

D6:8il 

rinaer 

6zi 91 

D6:0iz 

Bbaper 

031^911 

Do; 813 

Slott !□].; 

uzi '912 

!D6:8ii|. 

Grooving 

621 Vjt 

miBi 

TjiixiJsg 

oil'94 

D6:$3 i 

Lotbe 

dir 94Z 

116:824 

Bervw cnttniE 

611 

D6:835 

Mining 

631 91 

D6:83I 

Saw 

631 95 

I>6:815 

StieEir 

611 98 

D6:84 

PexfiiiMil Ing 

bit’95 


Pimchitig 

61 rob 

D6:S4t8 

Multiple xiUDebing 


D64B45 

Drillisg 

oir9i2 

D6:a5i 

Filing 

621'91 

l>6:8|z 

Umoiy wliEi-1 , 

621-933 

M:353 

Grind atone 

62E 923 

D 6;854 

Abmalve 

6ir9a 

m:86 

Bendliig ohiI 
struigli letting 

03^98 

DGjSy 

H^mer 

bii’97 

D6:SB 

CruakliiE 

6£f 92 

D6:9 

OUierfl (bySnb|eet 

Drviee) 


I-JcicavetlDg 

631 86 

I>6:9D8 

Fompbig 

621^64 

116:95114 

Printiua 

631 63 

1)6:91X7 

Teittk 

677-0185 

D6;9llC4 Relti^raUng 

621 56 

Dfi:9MJ 3S FlotiAag 

631 9 a 

D6:95XJ 

3S1 

D63 

Ri^e huAking 

631 3613 

I^rlnelplea of me- 
dinnUm and 



tpedal derIm 

621-8 

Dozx 

SbafUbg 

6z I S23 

D6zii 

Sliaft 

U61M3 

Fle^tble Shaft 

6r8z55 

P&Z [3 

Beailug 

J OLimaJ beftrine 

da'Sii 

INisizl 

62-811 

D 61131 

FULow blode. hanger 


brsekft 

83*^23 


FIvot bearEeg 

birSia 

D62I4: 

CpIIiit bearing 

621 821 

Mats 

Ball and roller 


bwfug 

611.812 

D632 

Belr gearing 

611-352 

D6zz[ 

Pulley 

611^856 

D6azz 

Belling 

Belt flhlfter 

631 §52 

D6143 

i)6zz4 

It0|w inmimiMion 611-853 

Dbazi 

Chain gearhig 

611-835 

D6za6 

Link halting 

611-84 


6 













CLASSIFICATION 




f 


I 




¥ 


I 


c. c, 

Niunbcf 


Subject 


D. t. 

Ntmibcr 


Dft3^2 

DO39& 

0635 

D6331 

SI? 

15^3S^ 

D64 

D641 

0^43 

W43 

I >640 

D^465 

D 6466 

0646 / 

I>G403 

TWj 

. 5 

D663 

D664 

0665 
I>«*65 ; 
0665 ! 

D< 566 : 

06661 

D 7 


06*5 Toothed j^carfug, 

0634 
D*'23 

06 i6 

0617 

06jar 


6st 63 

621-@331 

6ai d4 
wtfSq 


SCTt^ 

Spring 

Valve gtrir 

LubrlcntlcD 
< ^t-croDf. 

tioD Dud cdolcoj 
Speed and revolu- 
tkin h dl^tor 
Dvoamdiueter ._ 53a i* 

H^djuuUrr cogiq^ 
eering 6zv^ 

Water wheel 6211] 

Pistdti engiue 
Turhiur Sa 1.2:4 

I’nctiinatic 

esglaceiing 

Windmill 621,45 

Tnibine 

Compressed uir &21.42 

Heat cDi^ine 6^1.4 

Steam eqg;tiie 621-1 

Piiton engltic (j* 1^652 

Turbine 621.165 

lotemnl cumbtis^k 

t ton engine 621.4 

OiJ engine - 621.4142 

Diesel engine 621.456 

Gas engine 621.4341 

Hot air engine 62341 

F.JectTleaJ 

cngbcerlng 621,3 

llluE&Diitipn 621.32 

Direct cufrent 6^1.3133 

Alternating 

current ^-E'3»J3 

Weekeunent^ 621H38 

47 Telegtapkf 6lt^j8z 

48 Telephone 6JI43S3 

Wlti-lcss* high 

frequeocj 611.384 

4^ Tckvlokin 611^366 

485 Eipiidc&gtlnj^ 621.38419 

Atomic power 


08 Mnnicipal and 

saniury 

eoglnwriitg 63Q 

D65 Water fiupplv 62S.1 

06514 Hndergronnd 628.lt 

03 s 14 J WeU 6*8.11 

085144 Arteshui weU 6 l 8 vll 

1X851^ River 628.11 

08518 Reierrolra, 

tanh, lake 626*13 

0854 PoUutJoD 618,16 

0855 Funf katkm 628.16 


C.C. Sabjfct 0. ( 

Number Nnml 


DSjjr 

Meebanka] 



treatment 

6t8.t5 


Settling 

523,16 

DS55IJ 

FUtrction 

628 16 

OSji’ai 

Nuttunl 

628.1& > 

Dajsil* 

Sand 

or8.io 

DS5jTt9 

Domestic fEEcr 


D8551 

Fhyilcai 



treatment 

6zS^i5< 

DSSjfl^ 

lTllra«vlolet my 

6iS 16 

DS55E6 

EUctrical 

638^161 


Chemlciil 



tiestment 

628, ]5^ 

iJSjA 

DLiitribntinii 

628.1 

D801 

Pninping lUttitn 

6*8^12 1 

DS^2 

Water tower 

63S $3j 

DS564 

Pipes 

618 15 

085641 

^[aln pipe 

628 15. 

085*45 

House connection drS i?*, 

085*1^ 

PievtntSpn of 



waste 


08C 

Sownae 

628.2 f 

0862 

House connectioii 62S :25E 

D864 

5ewcr 

528 2^ 

0865 

Punipfng station 

6*8.25; 

08o6 

Sewage dbpoaal 

618.3 

08562 

trrigatfon^ 



■ewage farm 

618.35 [ 

08664 

Dlapoml Into 



atieniBS. etc. 

628.3 :: 

08565 

Purlfiention 

61S.3 

D8666 

^ptic tank 


088 

Monicipai reiuae 



and waste 

628.2 J 

DS82 

House eoUeetloii 

638.25} 

0S85 

Street cleaning 


0886 

Re fuse dfsposcl 


E 

Che ml j try 

S4 

E: 1 

Genc^L 

54 j 1 

E: 2 

PhyslcAi 

341-3 ' 

E t 22 

Solnticu 

54^4J 

E: 235 

Colloid 


E! =4 

ThcrmoeheGciistry 


E t 15 

Phfltoebemlitiy 

54* 33ri 

E : 26 

Hicctrocheminry 

311*3 V 

K ^ tf 

Map^etocheinlstry 

E : 2g 

Stereochemirtry 

J41 

H ; 3 

^Analytical 

1 1 


chemistry 

5*i M 

EJ 4 

Syn thesis 

543 9^ 

E:5 

T^traetjon 


E; T 

EiOChemIttry 

CT4.I'! 

E 1 8 

Hanipnlntion 


El , 

Inorganic 

54* j| 

Ea 

Bil^c oaide 

S4T.t 1 


t, 












LtBRftRV MANtJAL 


c. 

ber 

Su'bjeet 

D. C 

Ntunher 


Tttiloriflg 

tjSf-K 


Moaonrf 



Photogtapby 

77 


Ljcatherwoik 

675 


RD^mutln^ 

.Animal 


r 

hu&bandry 

636 


Ualrv 

ti 37 

lyt 

Milk’ 

t »374 


Bnttef ^ 



Fishery 

* 39.3 


Poultry 

636*5 

3. 

Horse 

^36.1 


pet unlmnls 

636 

1 

Dog 

636.7 


Cat 

656.fi 

1 

Bee 

038.1 

|K 

Sflkwortu 

63U.2 

! 

Shiifthaud 

6jl 

PbjsfCAL training 

796 


CuBlAthrulve 

? 0 - 4 ‘ 

' , 

Hcavj. e^rtlM 

70*15 


Gymnii sties 

7 S* * 

J 

ti 

Atbletlca 

70 * . 

FootbflU 

79*33 

|Z 

Tctrnl* 

700-31 

ft 

Baddaintoci 

79*^34, 

It 

Cricket 

7 ^- 35 ” 


Competitive spoft 796.0^ 
Aqn^itlc iport 7 ^T 


3 

Suiduniug 

797.3 


Indoor gome 

793 

\ 

Card play 

TOS-I 

Jui!Slery' 

7M-5 


Aqi ntt rmciflg 

7g3 S 

H lint Eng 

709-a 

i 

fi^OOBtllig 

3*9 15 

Stamp ^lleciion 


i 

Spiritual eitperl' 


siKO and myitic- 


iim 

Breorb couttoJ 

1891 


Occultism 

*49 1 


Spirltiia;i£m 

i30-lt*3S 

Propteoy 

*33-3 

;4 

Phyalogncrmj 

13S 

f 

Palcaiatry 


3 

Phrenology 

*39 


Aitmlogy 

*31^5 


Omen 

*33-314 


Magic and witch- 

1. 

craft 

*314 


Hindu yoga 


i I 

Htiba 



jnatu 



C. Subject O* C- 


Number 

Number 


Karma 


An 

Bbaktl 



Ea^a 



Sidiha 


N 

fliH Arts 

7 

N 1 

Aicbltcfture 

yj 

N 1:1 

Town planning 

yii 

Ka 

Buulptare 

73 

N 3 

ISjJEfa’HuK 

76 

N4 

Graphic art 

74 

N 5 

painting 

75 

Ny 

Dauct? 

793 

M 8 

Music 

78 

N bi 

bistrumcnt 

ySS 

NSia 

Flute 

7BS.5 

N flagi 

Harmonium 

766-9 

N 83 

Strloged inRtrn 

L- 


meut 


K B31 

Vecua 

787.1 

N dja 

Violin 

7S7.1 

K 1^34 

Piano 

786.7 

N 64 

Perciwtou iiifttm* 


ment 

7Sq.i 

N 841 

Drum 

789 

E 4 & 9 I 

Vocal 

784 

N 9 » 

^eatre 

79a 

H 9*5 

Cinrtua 


N 9*53 


778-3544 

N9i8 

Knlnkhshep^ 



O Litfiraiuee i 


In wliftt ioMowi Kdgtiih U taken as 
t!ie fuToured Itiug^g® 

0 EnglUh literature 61 


0-:l EnKtUh poetry 611 

0-:iKgS Jciiin Hilton Sit* 17 

0-:i Ko&:t Pumdije loat Sai. 47 
0-; i K«3 AlexduOer Pape Bat .5J 
0:iMot> Alfred Teuiiy^on BaiJi 
Eiiinbeth Bariet 
Browning ^ 8211,61 

0 -;iHit R-lbtft Browning 8 ir .&3 
0-:iMti[ Knblndf* Nntb 

Tugoce St 10* 

0-:tMi4L Jobu Mnkwater 8ia*fl 

0-:jMBsi ItKSft Bonud 8»-9t 

O-Jl EnglUh &rama 613 

0:111^14 WiUlutn 

Bbakespe^te 
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CLASSIFICATION 


C. C. Stib^rtf D. C 

Number Number 


T^mgtdieio^ 

SbiUbcflware 
I Hamlet 
Cdticlfm of 

S^'O Hamtct Sis 

SbEroidlnn 

0 ^^ 2115 ;^ Bf maid Sbaw 2 !i:iiZ,^E 
Jrnm^B Barrie S-z^gt 
0 -:zNoq Stepbeo Spender 

0 -:l Engilih fiction Zll 

O-ijLjj'i Walter Scott 
O-tiUn Wmi^rn Plaice- 
peace Th acbetur 

0 *: 3 Mt 3 CbarlEA Pickeui Szi.’ 
D-; 3 U 3 i> George Hjllot 
Q^t^Mzo Oe^jrge Meredith Sij.dc^ 
TilOnma liufd^ Sjj, do 
O-^dMcii Kudyard KlpLia;^ 

G^K. Cheitcrton 

0 ^:3 Noo Sl4?phen Spender Szj.ot 

D -;4 Eogllib eikz^ri 814 

015 Samkrit 

llceraluro 891 2 
OlSf SpiukrlCpoetr/ 89111 

015:1 Do Kalidasa 
GlJ'lFo Jaradeva 

OE5;l Si nti^rtt drama 89132 

015:2055 Blwfu Sot 

015:2040 KmUdoJik 

015 : 3 X >42 Dlni]iga. Sot, 1 1 

015:1 D 60 Harslm 

015:3 D 70 BhavabbntI 

015:2065 Mum i Ryi. iZ 

0151 Hlndf lElerature 891.41 

OI 51 ;f Hindi poetry 89 i. 4 S 

OjjzriJli Tulii l>am 801^45 


The Colon Nomberfi for u biH»b fu the 
main elasa Literaitiic ate ia be oan- 
atiueted hy tlie class iiief on tbe 
above model with the aid of: 

O] thf^ I on eu Lire 5 ehrdti|e given in 
■fttion 54; 

iJ) the ebfotinlogkLRl tehedtile given 
to sect ion 55 and the fqUowfng 
* arhednlcA of Utiriry fottM:—!. 
rottry, 1. BruttiQ* 3. Fictfoft, 
4- Letters, s* OlDtlQn^ 6. 
Pm« and y Campu 

') 


C. Subject D. 

Nmntw^ _ Nnml 

In the case of ilteralmre in Ihe ! 
oured language of the library, 
lungUBfV laliinbef may be nplnctf^ 
a hyphen. The fojlnwhig facet " 
mula ataowi tbe Dcder in whlrh 
v 4 rloui numhers should beauembl 

O [Language number" : [Farm nt 
berj i[AuthDr number ' t rWork nv 
ber] 

TJie wothuumber 19 got by arra;” 
iiig the ivorkf eltbei inn chtouo^ogt 
iirder if poiiihte or in any oUaer orj 
and numbe'rlng them 1. 2, 5 . . . |i ' 
number nf warks I s less tbiui g or nvt 
bnTing them 11. iz - * . 21. 21* .5 

5 J2 * »* tf their number h gr^ 
ter than 8, Hienie of comiuott ai 
diviiiena ia explafoed In aecrtion 51. ‘ 

^ Llngulitlci 4 I 


In‘ivbat fuliuwa Engllah £s taken 
the favoured liioguigc 


p- 

Englith firgulitici 42 

P-: E> 

Did Hngliib 

429 

P'lii 

Middle Engllih 

aZ 

P.r J 

Hodern En^lfih 

41 

P-: Jt 

Modetn Hugliih 



pbQDology 

431 

P-l J* 

Ifoclerti Eugfi^h 



innrphpluKy 


P- : J3 

Modetn English 



lyntox 


P-: Jh3s 

Modern Engll^ 



dictionary 

m 

p is A 

V«dlc grammoj^ 

4fhl 

P 15 : C 

Cfisilcat Samkrle 



lifigulfclcs 

4911 

P 13 ; C,fi Pautai 

49i.a 

pli;CiJ i pmtimjiili 

491 2 


Thecotou Diimlvn for 0 book in t 
main cloaa UugulAtJea to be coa 
tr ucted * n I he alaove Enodel by v 
cliiA$ifier with the aid of tbe Lflpgna| 
schedule given in MCtimj 54 . ' j 

Q Rell|i$n 2 j 

JJ:j Mythology 3 |1 

Q:i ^k!iiptttio 2 

i 3 -i 5 Siylnip a 

TraditJoEis 3 

Tbeologr a 


1 














UBEAHY atANUAL 


c, 

ber 

Subject 

D. C. 
Kmuber 



6A7.! 


UiLfloarf 

693 


Fbot«^grapb 7 

n 


I^mtberwiTTk 


H-OpcmalElng; 

^ AniTtinl 
^ KlHbandr^ 

‘ 7 r -7 

«» 


DaLtv 

637 

: 7 l 

Ullb 

9 }?.* 

^73 

Bnttcr 


z 

Flsbeiy 

639-3 


Poultiy 

636.5 

2 

Hajse 

1*36,1 


Ffft mdniAU 

636 

X 

l>og 

636? 

2 

Ca-t 

636.8 

t 

Ecu 

E138.1 


SFkvortu 

638,3 

; 

Shiirthcuil 

633 


Fiiysiciil traiilkg 

796 


QulbflthenlrA 

796.4* 


Hcav^ esrreb* 

796 43 

I 

GymnaLitlcA 

7964 

\ 

Albletka 

796 

II 

FootboJl 

79633 

|X 

Tenuis 

796-34 

il 

BudeutnUin 

796 - 34 ^ 

f* 

i 

Cricket 

796.358 

CompetUlve epoxt 


, At|uatic ^97 

i s^lcEnning 797^'* 

Indoor g we 7^3 

1 C^rd play 793 4 

1 JtiRgJEry 793 5 

AnJ nal taciug 79 S B 

■ Huatlstf 799 ■■* 

I Sccrtitfag 3 ^ 4 ^ 

I Stamp GolkcliiTii SIj.zj 


i SplrUnAt expcrl 


ence and m^iCtc- 


\§m 

IB 95 

3*rratli control 


OccnltEaiu 

140.S 

t Spuituniini 

130.1033 

Propli«j' 

*33 3 

• ph^DaioguacDT 

i|8 

t PalmiatTf 


i Fbfuoology 

139 

Aaitology 

133-3 

• OmcD 

*33434 

Magic ond witcli 


craft 

*33 4 

flindu 


Uatba 


Jnjmi 



C, C Subject 


Nsmber 

Number 


Karma 


A:t 5 

mmi 



Rujfl 


6:*8 

sydba 


b 

Ffnfl Arts 

7 

N I 

Ajcbilccttiic 

7 - 

N lit 

Town pkonfug 

711 

No 

^^IptufG 

71 

N 5 

liugiavlug 

Tti 

S4 

xtrvpbfc art 

74 

Kj 

Paiatiug 

7 $ 

5^7 

l>A 1 XCl^ 

793 

N a 

Mutic 

78 

N gf 

Wind inaUumeut 

788 

N Baa 

Elute 

785*5 

N *291 

Umtmomum 

7 B 8-9 

>4 83 

Stringed in&trn 


mcut 

7>7 

K 831 

Veenu 

787-4 

S30 

Viotiu 

787,1 

NS34 

JiHono 

Tas.i 

N 84 

EcicuiiSlau litstm- 

ulcut 

784.1 


I>ruiu 

789 

Na^i 

3^91 

Viicol 

-Thciktre 

7»4 

79 * 

N 913 

Ctueuia 


N 9*53 

Taifcie 

778-5344 

l? 9 i^ 

Kalnkbahcp^ 



O LEterature S 


ta whdi follDw^ Bngf isli tnken nji 

the Eavovucd Ljmgaag^ 

O Engl Ish I fee nttire H 


D-:l Englifh pMtry Bit 

iKdS Joba Smtou S11.47 
Q-: 1Fatndiie kst Bii .47 
0-: t KM AUacamkr F^pc 82 i ,53 
Q ;iMo 9 Alfred TcuafBon 

O-uL^ ElEfAbctb BftfCct 

BrovruUig Sat.82 
0~:iMi3 K'lbeft Brtjwmag 811,83 
0-:lH6] iLiibbdra ^atb 

Tflgore 811 .gt 

0-:iM 84I Jobe Dflakwflter S11.91 
0!XM^&|Z E*ra Pound Bi,9T 

D*:l Engllih Dr^ma B£2 

WtUliini 

Sbili^pGafc 81043 















CLASSIFICATION 


C. C. 

Nymber 


Subjeef 


1 >. C, 
KyMb«r 


C. C. 
Number 


Subject 


0 ^: 3 j 64:5 Trogtdicaof 
SbaLc$pc4r« 

I HEimlel 
CdtldAbi of 
Hdmlet 
SberyfilLEiy 
Bt rmird Sfajiw 
Jniin^a Iqrrlc 
Slepbcn Spender 


5i:q 

0 -: 2 Lji 

0^T2M57 

O'laNoo 


ai 2 . 3 j 
Si 1.33 


aji 33 

if a®,ill 
S-a .91 
31® 1^91 


0:1 


Bn^lkh Mctlan ^23 


Q :3L71 
O-: Jil l I 


•# a-nUj 3 
arjMio 
O-ijMao 
(y-:3M40 
i>: 3 SI ^4 
0.:3%4 

O-rjNog 


Wnliter Scott 
WinUcd MiLhi^ 
pcaCE TbacLeru? 
CbaiZea Ui^ikeiii 
Gcorjje EllLot 
Gerjf^ Hercditlj 
Tbomas Itcirdy 
KudjjtTd KlpIitLg 
Q^K. Chcitertqn 
Stephen Sfettder 


iiiy7i 


*S3 7 

Sij.Sq 
»» j.ao 
if *3-9 f 
JSsiO* 
Ssj,®! 


0*:4 English ei>nys 

OIS SaniSirit 

literary re 

0 IS ; J Sana krt C^oet 17 

124 

m 2 
mii 

015:1 Do Kalidasa 

Gts'iPo jayndevy 

S 41 . 3 I 

Sgi.at 

OlS;l Sarakrit drama 

891.21 

015:21335 iJhaw 

OtjriD^o Kohdiiss 

013:104® Dlunaga 

Oi3:a DGo Heraha 

015:2070 Dhavabbutl 
0*5:1063 MnryIf 

ftgt.iz 

891.12 
Syf.ia 

391.12 

OlSl Hindi literature 

Ol 52 .t Kindi poetry 

OTI 41 
89 J. 4 I 

0132:1 JiiTuIsIBm 

» 9 I .43 




U] 


in 


U) 




tbe ]An|;nyfe aeheduJe given 

aertton 54 ; 

ihe chronrilo^'cal ncbednlc given 
in section 35 imd the following 
ftohednlej of iiterary foenu:— 1 , 
Foe try, 3 . Brnma:* 3 . Fsetioa, 
4 . Let ten p $, Orntloap 
Fit«ie amd 7 . Cnmpu. 


6. 


D 

_ Nttm l 

l□thcc«Je of Jltpratnn in the 
on«d laygtiagfi of tbe Library, 
liinguige nnmber miy be fTpleced 
a bvphca_ The fcUoirtng ^cet 
mala ahowi the order tn which 
VnUiouinombera should be aiaembl 


trLangpyjre number] - r Form ml 
terj[Aqthor number : [Work uni 
ber; 


The work miuiber li gut by ^rral 
Ilia the works either in a ehfonologj 
i^rdf r if pnaiilde or fn Any other or| 
and nntnbprlnf? them G 2 . 3 . ^ , It E 
niimhrr of troika ii less than g or ntil 
b^iait them 1 r, i® , _ la 2i* aa, 

3 ^ J 2 , ,. if their Dumber ji giS 
ter than Z|. The yAt of camiflon 1 
dlvlil?ns t» erplaitieil in section 31, 


LInguIttIci 


In w-bat foUowi nnglrsh ia 
the favoured liingnage 


tykey I 


Engilih llrguUrics 41 


F' : D 
F-: E 
F-: J 

P*t Ji 


P-: U 

p-Uj 

F-: J4k 


Old English 
Middle Engr»!i 

Hoderii in^lislt 

Modem FngHsh 
phoynja^' 
Modern Eugllah 
aiorphoh^gy 
Modern English 
ayata^c 

Modem EiigtiAli 
diction erv 


419 

^'1 

42 


P IS; A 
P IS T C 


ill 

421 

425.2 

423 

4trj 


The Cofon Numbers for u book in the 
main clasi Lfteramre ate to be Con- 
bj- the classifier on the 
^ihove inodei with the old of; 


Vedic grammar 

Cliialcal Sanskrit 
llngvlitlci 491,2 

Pj 5 ! Cet Faytiil jgi.a 

Fytanjali 491, i 


The DDloa Dumbert for n book tn tl 
mnln clflis linguistka ore to -be coil 
tTuctedry the above inodtl by tf 
cla&$i 6 er with the aid of the UngynJ 
schedule givm in scclinn 54 , 


Qm 

Q:2 

QriS 


Aellgian 

Mylhotupj 

ScrtpttifE 

Try ditto tiA 
Theology 












U BRAKY MAMUAt 


C 

ib«t 

ft 

1 

J 

I 

> 


Still j 

Gtad ± 

.4 1 

2 

Ad^]. deyil. etc. ^ 

Fdundcf of rc1i|;£oD 3 

Rtilglons pracHcc ^ 

Fcfiiittflil i 

NiiuiavftlJ ^ 

SCiwd Eonuntae 3 

Rltuid X 

PlIgnmAgc 2 

Sacrament 2 

H qIf d a y 2 

Rdbtlc worfbfp 2 

SacTiftcc j 

HDlTW.itei 2 

RclJgiQiui ijtatilu- 
t»uti 3 

RcbglauA lect 3 


Htfidutim iVcdlc) 29 r^ 


U. C. 

Ni 3 Pjber 


: SambitA 2*^2 .1 

> Rralimiuiii 291.1 

S Amnyulfa 291,1 

llpiiD 3 a!i 4 d ~:9J,t 

K Aip a Sut ra 291,1 

Kigvrdtc rcligiQft 391,1; 

Aitcejf-ii} igipi 

Kft« 9 at 4 lCID 39t.[ 

*3 Sankliafratia Brab- 

mHiiA 391^1 

Yaj^^•^*eLl^c reli¬ 
gion :j9l,l 

Blaric 391,1 

TniLtlrija 291.1 

Ekagji liquid a, Mun* 
tmpnsiia Mamra- 
patn 39 t 1 

15 HatA^ralln qpanj- 

1 abfld 

Swastnftwara 391.1 

MAdbyandina 291 1 

3Z Satopata Bralimat] a 291,1: 

34 BfataadaranyanA 

Dpanliihad 391.1 

15 tiavafli'A upaof- 
AllAd 

Sanuv^ii: ZQi.y 

Tand!a 391 1 

21^ CiiHiidogy^ Brab- 

m%n 391.1 

14 Cbanilogyii upani- 

sbod 391.1 

Jaimhiiya Z 9 t«l 

J4 Kcua upanjibait ^91 t 

AtluirVAvcdk rcli- 
Rtea 291.1 Qiz: 

2 Gopattifl Bnibiiiiija 291.1 4 1 7d 1 ( 


c. c. 

Number 

Subject 

D. C. 
Ktiinber 

QUi 

Saunnkiya 

291.1 

Qi4i:H 

PtaaAa apatibibiid 

392.t 

QMiisS 

5Iiaiidaba upaiii- 



stiad 

391. t 


Mondukya ttpan^- 



iibad 

391.1 

Q2 

Hlhdulj^m (Post- 



Vedfc 

m s 

yji 

tsAiaTtajita 

2^+5 

QtUZl^l 

Bumihaiuktasu 

J04 5 

Qzrizs 

FiiTatiaA 

2945 

yii:33i 

Brnbma 

-94 5 

jQj]:33Z 

MarkaijLdEjra 

294 5 

Qititi 

Bbavfahya 

*04.5 

<321:1.31 

Bhavt^byottatq 

2*4,5 

esi:li4 

Vamaua 

^94.5 

Q21;225 

BraiiFciiAtbi 

294.5 

I32c;i3ii 

Adbyatma Rami- 



ytiiia 

394 5 

ya:3J5i 

HaiUA Gl^a 

294.5 

i3ii:js6 

Vogavftalibta 



Raoi?iyana, jaafl^k- 


raEUtba 

^94 S 

Q2 1:117 

Anandii Ratnayana 3943 

fii i;2JH 

.5dbiita Ramnyana *94.5 

ail 

VaiihRavi^in 

394 55 


Sj22wxi:a 

Qiiwxj 

y 22:33 

Qii:2it 

Q 33 :ztii 

( 5 | 1;233 

Q 22 : 23 | 

y 33; 324 

yzau 3 |i 

y 3 i:i 3 j 

QiI !336 

Q 25-318 

Q 32 : 339 I 

Qia :2393 

Q 3 a; 239 t 

ijHI + Irtl 


Maliipat E ^ 

pyrtVfl 394,53 

Mii^Lpad t BHdkin- 

J94 j 3 

Cbandradatts : 

BkaA fimaia 394.55 

Valahiiava Ruinmas 294 . ^3 


Vmm^ 

Sira Clta 
VlAUU 
Bhagavata 
Niinda 

^af 3 da-u{»apq- 

rana 

llmbma ViIya- 
Ttba 
Vamha 
Gamda 

VldhilQ bazTDOt- 
Ura 

HarlfMm^A 
Kalkt 
NataAimbii 
Bbargavu 
Kalayim pra- 
Jbacidba 

VIsEum t»aluu]Ta« 

03 IDA 


394.55 

^ 94^35 

19455 

294-55 

m 5 $ 

^^ 4-55 

^ 94-55 

294-55 

294-55 
194 53 

^55 

294.5s 

m 35 

m -55 

*94 55 













CLASalPICAtlpjl 


c c. 


Sfnbject 


013 


Silyjim 




Sckklzhar: 

patmiOfm 
I^iidrA 
CamiilA 
FlurjULU 

Cltii 

3^1471 
Skanda. 

SniA Samlitln 
ErHibmq Gita 
Kurina 
Q-*3:aJ7* Iaw»ra Ofu 
^33:334 SaiiT> 

Qj 3 :a 99 [ Slvn 

17s iTtranini 

Ag&inlc Salv'jAm 
3^33 Koahttiii- S*i%''uiii 

!<;*34 Vijii«aJvistii 


0 * 3 : JIM 
Qajisijri 

Qijraat 

<2J3;333 

S233;JJ3 

!2J3'JJ4 

QJ3;*I44 

fiJ 3 :sJ 3 

U»3;j3t 

213:3363 

QsauJj 


014 

SIS 


G 3 ncp 3 t]ri 3 m 

Saktalim 




Q 13 : 31.15 

2 * 3:38 

QJ3:321 

Q35:*33 

915 : 3*3 

215:453 

Q-*3:2i9[ 

215:4173 


D,C 

Number 


IN 5S 


-P-l 35 
55 
^9* 55 
394-55 
^91 55 

m -55 

294 55 

^9453 

^N-J5 
^94 55 
^94 55 
=^4 55 
394 53 
55 

=94^55 
294 55 
29455 

=94.33 

^94 55 

=94.55 

-94 55 


W5S 

INSil 


SiakaraL 5 ciMn- 

daryaisk^irt 

Durga^uktain 

PurAfiu 

X^tfbf’agavaLa 

Braliaddlia/lTia 

Katika 

Lfllfitapakliyajia 

Devrniabq.tq 3 ya 

L&llt»dIia.'^fanniDa 


55 

394 55^^ 
a94.35i 
294 53^ 
=91 551 
294^55 JC 
=94 33 J 
294 551 
=94.55* 


=94 55* 


Q2« 


ShantnukaJim 154 55 


Q2S:ii 

Qai.jit 
Q=fi?5= = 
Q 2998 


Saurautti 

PttraBjaa 

Adllta 

^iqb^i 

Vikaja gOfl wnr- 

vhippvrs 


af94.55 

=94 

53 

= 94-55 


= 94.55 


03 


Jainftm 


294,4 


as* 

G3*Jail 
Qit'2t= 
C5i-*3i5 
Q 3 * = 216 


Sartambam 

Auga 

tpasga 

Praklrna 

Miiiji^utrn 

Dlgambiira 


= 94.4 

= 94.4 

- 94-4 

J944 

2NM 

= 94.4 


C. C. 
Number 


Snbject 


Dj 


04 

Ruddbtim 

m f 

Q 41 

Uinayaud 



TllpitaVn 

=93a 

^;?4= 

Mabajau^k 

=93- ► 

G3 

Jndnisai 

396 ; 

06 

Chr istianUy 

» 

2 

U^lJi 

Bnae 

33 ii 

p6:;22 

Old Testament 

J3I f 

Q8:23 

New Ttatamritt 

==5 i 

Qb:t3t 

St. 5*attiiew 


QOraji 

Mark 

==5-i 

fi?=-55 

St, Lukp 

=35] 

Qd:2j4 

St^ Jabn 

=4; 

07 

Habammedanlim W ^ 

97'=* 

Qtuau 

=97 ! 

R 

Phltoipphy 

* ^ 

Rt 

T-ogiC 

t6 J 
l6i * 

Rii 

Induct ion 

Kt^ 

Dedimtioa 

16a 

Ri 

BpifltomDitDgy 

t2 

B-J 

m 

HcUphyjlea 
Etblca ' 

ts i 

, 

RS 

Hindu etbics 
Aeathetjca 

R6 

Indian PhiJosophy lib 


R^i 

Rfpir 

R 625 

Ma 

R 6 jf 

RA;iS 

KO 4 

K 64 t 

RO 4 J 


Njaya, VaiMika 

Vatsevlka 

Nyaya 

^aakhya^ VnRm 

Sankbja 

Yora 

PutTa mimanua 
Bfaatta miiuiiJti^a 
Ptnbbfikara mU 

mpimjiA 


l^E. 

tA 

rSt, 

iSi 

iSc 

t&i 

lAt 

iSj 


ISJ 


R 4 S 


Vedanta 


ml 


m^ia 

^ 03:31 

R 65:5 . 


R «4 

Rfinj 


UpE^iiijtliad^ 

B r4diad arany ak & 
Ckudcpgya " 
Brabum Sutra 
Bngbaead Gita 

Adyalta 


i8e 

iS|*i 

iSe 

i^ti 

lill 

181 


R&7 


Fmt>-ablii£tia (Ras- 

Qii[iai3) iBi. 

VriktadvaiOi 181 




VnisbnaT'a 
Saiva Slddbantu 


iBr, 

tgi. 















LI BRAKY MAKUAl 


r 


%. C. 

^ mbcr 




5 


Pvaiim 


D* C. 

Sv.m\KT 

iei 4 


Hctet K» to Kfi« woy Jiuthcr 
jded pa Rti'J* 


f 

]* 

4 




I ^ 




Otbcr ItidiuD 

KbCHthlfi 

Cbvrctkii 

JafOB 

BuddbiEtic 

PiTcbology 

Scu^tloB 

Work* laUgot 
CogaUlao 

Memoiy 

Kcafioulng 

Optaioti 

Emotioii 

FfjsfmBUty 

iBtcLUKrAce 

Ability 

Cbumcter 

Tftapwftmeal 

IaluitiE>ii 

Psychic pOWCTE 

EfiduTdR^^ 
linin unity 
Drug htilfit 
Met&p«5clii»lcigy 

Sk«p 

Diram 

HiiUuctnultJou 

StibcouEclotiiv 

Hypnoti&fli 

Sugj5«Etioii 

CbUd 

Ailuk^ent 
^Uddir Bf e 
Old age 
Vc3C4ti«i&1 

Femali^ 

AboarcBuL 

Gl^lllUE 

Idiol 

J U’lEDC 
CnuLiual 

Animnla 


C. C- 
Xtmibei' 


subject 


O.C. 

Nuiubcr 


l&b4 

jfiz .4 

11^1.4 

IS 

iji 

I5i_ya52 

iM 

*5+ 

ISJS 

■57 

* 5 * 

1 17 

I.W- 3 S 

»37 

157 -^ 


15 S 735 
U 

155 ^ 

1J5 3 
*33 =t 
155 S 
■ 3 ^ 

134^53 

13^-7 

15^-7351 

13^5 

lS *^-53 


136.1 
13^1 

131.1 

132.1 
132.6 
136.4 
361 15 
* 5 *-J 5 


S^i :43 

S 38;5 

S 3 S ;76 

961:75 


Uoniofy of diUdren 136-7 
Enutlou ol old 

peoplif^ 136*53 

tnlultion of women 136-1 

XtmpttiiMettt of 

^Bltisi 151.JJ4 

l^nig baMt dI 
crlmtiiAlB 1J2.6 

ScKuoIe of Piyehoto^y 


SM 

ExperlzneDtel 

15 ^- 7 - 

SMp 

SN 

Psycho (wiaJytfc 

131 34 

<;eEU]t 

130 *K ^34 

SNi 

BcbavbudHn 

150.1943 

SN3 

Field 



> DIvUionE SM 

to SN3 may 


bfi divided U\K S provided thot a 
conuna bi put bcfoie tba dlgitE 
cbitd, luloleacent^ etc^# in c-ik tbesc 
dlviikiafi occur. 

Exgm^SiM 

Sll9r3 PaycboanalyEiE oi 

Cmotloii 137 

PAycboHnaly^ie 0! 
idivt tj2.242J 

SMo.di : Diufs baMt of 

yofr'* will t 3 = i 4 -= 

BSiTj Eiuotiop acELordiag 

to BchaviourLitEi 150.19^4 
SNIJ S ^ Bchov iorfEtic puy* 
obotagy of old 

people i 5 i>.i 9;=4 

SS' 43^:5 Euiolk* oi old 
iHKipic accord¬ 
ing to Bcbivlof' 

Utk paycbidogy 150.1924 


EducBtlon 


37 


o/c l Tlic Sj-So innj be 

' Ividf d on the OTitiogy 0 ! tie jiiti- 
Jng bate S- 


T:j 

T -3 

Tt 3 :Pi 

T'ii 

t: 39 i-P 5 

t:|i 

T 4 J 

T:s 

T ;54 

T:; 

T:S 


ftir« 


Fuildltig loid 

nituic 371 “6 

Tcicblug tcdmlcinc 371.3 
Mother tongue 371^3 

AucUu^vbuid 3 ti »3 

piiect method 371+3 

Fqt cl pn I nugua^ 371 -3 

Meditim of tnatrac^ 
lion 371-3 

Stody nielhodji 374 

FhyEicaJ educut ioD 
Medical ffiAtructiem 371.712 
^joclaUilo :.7 j^^ 

OrgaoUntlon 37 *x 











CLARIFICATION 


c. c. 

Numbcf 

Subject 

1 >, c. 

Number 

T:S 4 

r:$l 

CnrrrctiLuDi 

Finance 

J 73 

Tt 

Pic Accjondfiry 

37 - 

TiS 

Elcmcntiiry 


Ta 

SiKondofy 

1?3 

•fs 

'^4 

AdnU 

374 

UnivertUy 


fas 

Tffc 

X 6 £ 

Tbj 

PemaU 

Abnormal 
Handicapped 
Deaf nod attmh 

37 ® 

TftYi^i 

Rmal 

379 173 


dVoJSf - Each Qf the dlviltonji Ti-To 
in Ay be aub^dl Tided oa the anti ogy o f 
tbt sub-divUlMi cf baft T+ 




TijsstPi 

T2;i:P5 


ry.n 


HAm 

T 55 :d 4 


Ti>Yt3ltS 


TLfi 

TNi 

TNt 5 

TN:s 

tXj 


TeACbjon of njptbef 
toAgiric in dlmcu- 
t£ry ochoola 
Tea^iiipg of luodeiti 
lAQgatge fa^eronJ- 
ary scbocilA 173 

Audlo-vl^nol ofds io 
adult fichopU 174 

Tnlvei^ity fin ant* 37® 
Cuirkulaot tot 
girl a lebdaU 
Orgft-niiAttoa 
rural icIioaU 
Kiddergnrtett 
Mootrt.4o(i 
Ffaject 
Diikton FUn 
WuitUiA 


of 


37 ^ 


379*173 

J 79 IS 

17^ 4 * 

371 

37 '’ 391 




XN j. 1=1 Itonttswrl uebni- 
que far teotbinf;; 

La Mcdarlury 
school 37 -- 3 * 

XeAcbiag of history 

[n Doltoa pitta 37 '- 39-1 
IcHehisg hfcitory 
in Eulult ithooi* 

by HaI tan plan 374 




1^2*3: 

liV 


Geogra^fiKy 91 

llnthctnfttfcsl geog¬ 
raphy 


C. C, 

XiJiiilii.'r 




IJri 

L16 

Us 

Vji 

t?z 5 

1:3 

*- 4 l 

TT47 

176 


1:64 P 

ra 


CartOkjfapLy 

SeBAOns 

FhTAlcAi ceocraphy^j 1 
PhysioHrapbj 5^1 
OctOLDOgrapby 
^letearology" 5$*-5| 

Biocragrapbir 57|3^K 
AntEropp^gTAphygi l\ 

PopnlaUfKi 311 

lltimau geographT 91 
Political gt^Qgrrtpby 91 
Hcoaoniio gcotfu- J 
pliy jSo.ti 

Trade tante^ 3^7 51 
Timveb ot I 


^efi! : Whenever nce[le4 uft-i] 
of the Fumber* 1; i—US, a dot fol 
ed by an appropriate gengrap;* 

nqm^ may be nddefl. Tu the 
suiting nnmber a dot folioTPed b j 
ebioiiolagleal nmnbtr miky akc 
added. 

EA‘anip!i-i 


Vi z ^■hyslcaJ. fjcogJapby 

cil India ss^ 

1 ^ 23*261 Meteorology of 

Aisatn 331 . 

U5 j.Ni roKtical gcogTBphy 

of India In 0*5 1;^ 

Tirj4i^yH Trade foufceA ol 

Hujope Id t|]e 
1 itb centnrT 3 S 7 . 

I’S.j K6 World tiAvei in 
ibbA ipi 


i\7jJi t I>ivtffiona TLS to TS j may 
be divided Ukc T provided that a 
comma ia pat before the digits for 
'^•eeconiiaryV ‘Sceondiry\. - ^RaraJ' 
etc., ID case these divliioascccnr* 



¥ History 

The olassilioatlDn ol 
illiietmtiid mostly lor the 
loday. For tliv other pErJciF 
Indian history the focus 
chtotiologicAl facet which folbu^^f 
dot ibaulil be fluLtably vhail 
Some exaniptrp arc added 
hbtofy of other oountries the 
in the geogTopblcal facet which ^ 
Imme^toly alter *V' shonld a^' 
apprnpjiatcl.y changed. ^ 


ViN League of KAtlon^ 34 

ViN^ rnlted Nations 341 

V2 I i,Fi PollticaJ hiptory of 

lodin Id Oil 

Vi ; I.If5 Political blitoty of 

India In 1730a 954 
Vs t I,N5 FoLfticai history of 
Iiidta bronght np 


I 


today 


0541 ^^ 
















I 


UBRAJtV MANUAL, 


C C. Silbjeft 

i:i 4 .X 5 Hpiaq ppliey 
Ollonfi p^lJcy 
'Ip N5 FeirelgQ poLtJCy 
jyf.X5 CoiUitltatlDii 
123.^5 Bifeciitlvc 
23.N5 l^gfAlatnrc 
Party 

; 24^1 Ci3ag[«EA Party 

I ^ 4^7 Mabfllmfc itnndbk 
169 

iS.Xj Civics 
j6*^5 LpcaI BohIj* 

7 Arcbacpingy 
73 InipTlptkixi 
£ Ar<;bfvc« 


D. C. 

C. C. 

Subfect 

D* C. 

Xu tuber 

Xumber 

NumiKr 

9S4 

\V:pi5 

ForCc 


335 334 

W:Sr j 1 

UiaanuaiseUt 

343 ^^ 

3^7 34 


Mouateby 

3^1.b 

.14^-34 


biiuLted RioniTohy 

321,7 

54 

Wb 

Beraocranj 

J3I & 

339.34 

W 64 

0lctatar£hip 

3^*-^ 

3-9 54 


Corpmuotau} 

331 G 

9^J-* 

n> 

UtupliL 

3^* *7 


WSl 

BevoIutlQn 

J2| CH> 


\v$^ 

pos^ire tHHistrnce 


J^J-454 

.Vtfllf 

* 5ncib of the 

divLuiouA 

35"-ost 

U ^ AV 7 may be further subdivided ou 


^ the uun 

iogr of the iiubdJeifioii of 

4 1 

bfitu \\\ 



128 





K 

Economics 

13 


I 


j^Nj tllitoTT of Dritl^ 
^arlUment brought 
Qpto 1930'ft 

t BfStlali iuscrlptlm^ 471 

2,Mo CoiistltntJpiiP^ the 
UMted States 
brought upto 
ii^oo'ft 342.73 

rt MexJCAU QTCbBfiO' 

logy 013 * 7 ^ 

n tbo caste ol ioreign oE a 

^ity towarda unother country, the 
»1^ii focLU 19 jhptild be fobOf^eil 
^eadvely bf ojsd tbo QuiEibcT for 
^ttcr country, 

Examf^U 

04i,ljidLa"ft Chfue^H? 
policy broili^ht 


Tipto igio'i 

3^7-34 

* PoUtfemL Science 

Blection 


PaJt3 of govem- 
meut 

3 J 

PrcafdMit 

334 

EatteutlTs 

3^8 

legislature 

32 fe,l 

mSy organirution 

3=9 

T^ocpL bedics 

35 1 

Judsclury 

351.94 

Adminletrotiun 

33 r 

Puu^tioud of govern 


naeut 

3 ^ 

CiVKl 

333 

Ponslgtt relation 

3^7 

DJplofiiEiry 

HT.? 

War 

34 * 3 


X:i 

Ccnsumption 

359 4 

XuG 

Standnrii of Jiriiig 

339.4- 

X:i; 

Ecocoinfc coiiser- 



TuHon 

139-49 

X:2 

rtoduction 

338.0* 

X117 

Resourcefi 

339 49 

X;3 

Diitilbutioo 

339. a 

X:3i 

Natfoiial Iccome 

339*3 

XTJi 

Fnactidiiial diatrl- 



butlou 

339 ij 

X;iii 

Rent " 

33923 

x;ji5 

CDTllItUUJoU 

339-23 

X:336 

j£iterc9t 

339 23 

X:3ia 

Profit 

339.23 

X:3S9 

Wage 

339’23 

XrjM 


3J5 

K:a 

Transport log 


X^4* 

Factdng 

03a,7,‘^|,| 


Freight 


Xr^5 

^i'arehonitiQg 


Xtj 

Commerce 

3& 

X;5l 

Marketmg 

G5S,S3 

XijiJ 

Advertbii'g 

659.1 

X;5i2i 

Canvassing 

859,158 

XJji 

ReUiliBg 

&5SJ7 

X:53 

Tariff 

337 

X:5Jt 

Protection 

337-3 

^*33 J 

Free trade 

J37’2 

X;53S 

E.'Kpoit duly 

337.33 


Impotl duty 

317^31 

X;54 

BxpQTt irad im&.irt 

X:545 

Kxpqtt 

382 

X:546 

XtiipU4:^l: 


X;5? 

PoTcign mtdtonge 

332.41 

X^V3 

Haliuce of trade 


Xr6iii 

rnternal tnule 

3»f 

X^O 

Fhf anirin g 

33^ 

X:7 

Value 

33B 

Xi73 

Supply and dctnandlSo-ll 

X:74 

DuiLues? cycle 

3S0.1J4 

X;7^^ 

Boom 















CLASSIFICATION 


I 


c. c 

Kumber 


Subject 


I>. C. 
Nu PiHgf 

Jb&l242 


SubJiiKt 


X74^ livpreMbB 

X:74& (IcCQviiCy 

X:75 FImnagt! peonymT 

X4/6 rri« 333-5 

. XlS ilniMgginciit S 

t S>WDcr*bip 

SttconI 

X:8i ItiTefthaeiit 

XrS^ Aequudli 

X:a8 Audit 657 

X rS^J Conduct oF ^nwetits^j^ 

Xi-g Labour 331 

X:9 r Liboiit lyate nm 351 

Xi9S Labour market 331 

X:94 Social comUtiQna IJi^S 

X:94i Hoiiaiog 33'*^33 

ifl Wellurc bistltaiiou a jb 

ijorricc oonslitlona 5|i i 
Social r£La4iradcc 

X;96 Trade uuinn 33*^88 

X:97 Strike 311.S9J 

N:^7 Arbltiation 35t-l55 

X4 TisaapQtt 

X413 Railway 385 

OccAii 3B7 

X44S Fore ’ jS/.i 

X4« Poat and telegraph 383 

X8i Money mui our- 

rency 31^ 

Kbi fljmkfuii 33tj,t 

X64 Money iuurlu£t 332.^ 

XGf> Typois o£ biinki^ 35 ^ * 

X7 Public ftuaxtee 33'8 

X71 Budget 35^-7- 

X7J Taifttion 33^-'’^ 

Xyi Pubsitloan 33*-3 

Xy^ IjOcaI public lln- 

ance 35^ 1 

X8 Insurauce jbB 

Xo Intluatrica ^58.3 

Xoi Cottage juduatriiv 331.974 

XgiSly Kodliir 33^^ 4 7^7 

XgJ Agricultural etona- 

itolca fiji*! 

X0M7 Textile iuduslTy 333H47b;y 

X3fj5 CO-Dperntidu 334 

A'ojlr : Eacli of tbe dlrislanBi 
X^*X9 may be further auUdividetl on 
the auitlogy dl the snbdtvf&ldnii oi 
hsre X. 

X4$3^Sj OwccTship df mil¬ 
way \ 3S5 

XgiMyi.iiMflrkeLing of 

kadliar 658^.83 

X9M7t96 Ttada imlda iu 

testae ijid3i|try 331 “W 


C, C. 
Nanit:ier 


^l^herewer needed geographic^ 
chtmidldg^Cal dlvlElciaa may be 



E±iitfip}a 


X,j,NS 


Feonomlc cfirudltlou 
of India btonght 
up to duy^ 

X. 41 j Eedno uUc condltlou 
df Japan bitmglit 
up Id 1930"!. 
Amcrkun bu^nes^ 
cyclca bn ught up 
Id [030's. 

X:97-S N 3 Strlke 9 tu 
brought 

X 4 l 3 ; 8 l. nwneiship 


^■ 7 A 7 i, 

Jfj 


Indi^k 

tip 


Indlun Railwsya 
brought tip to 
1950 "«. 

SociaJ icicuce 
Sociology 


3 

301 


got \ 

3 ^i 4 I 


Clvnisaticiu 
Cengumalala 
lutfiupeiance 
Rum] fccioldpy 

Slaves 
Harljan 
Caitu 
Prcbistoflje sudn- 
logy 301 

Primitive S3ddlogy S7--7 


&3d.i !■ 

316 


/law 


34 


Y 
Yl 

Yj:i 

¥1:34 
y 1:41 
¥131 
¥1401 

Yt 57 
Y1492 

Yt;t 
Viya 

Z91 
Zj 
Z212 
X 2 , 2:4 

Zjr-i :6 
'A 3:211 

Zz: 2 ir ,3 

Z21J 

Z 2 : 33 

5 ; 1 
Z2! 1 
7,2 : fiol 
Z i L 805 
Z2 : 94 

The oumbtr for the law of 
couDtrle} Is gdi by uddiug to 
number of tiic country tahen 
gedgTopyctl schedule giien hr 

53. - 


International law 
JurieprudcTicc 
fad Jan law 
I^roperty 
Transfer 
Jldrtgage 
Rtaltf 
Lisdiord 
teoDut 
CuatTOiit 
Psrtneliililp 
Turts 
Cfiaie 

Civil procedure 
CiimLnM procedure 343 
Evidence 319 i 


n it il 


34 ^* 
145 * 
349 5 | 
H 9 5 f 
3 i 9 . 3 | 
349 ^ 

ji 4 y 4 j 

.M 9 

345 

549. 

34 5 M 

149 
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^ C, Subject D. C. C. C. Sftbjflct D. C. 

lobtr Number Number Number 


iXi^Nl ilume policy 

954 

iy,N5 OolonW polisrir 

3^5 354 

19 N3 Fortigu policy 

3-7 54 

J.N5 CosetftRiloci " 

pt4234 

js.Ky Kxecii Litre 

3-?8 34 

?3.K3 I.eglalature 

3-9 54 

24.Ni Pony 

1^954 

, ?4ll Coegre#^ rarty 

933^= 

MahiLiuo Gandhi 




:5.K5 Citfie* 

3-3 4.^4 

t6pNy Locai Body 


7 Artbaeolcigy 

011-54 

7^3 IttRcriptien 

41 

b Arcblved 

33^ 


j,Nl HUtory uK Britl^b 

^ArHAment brouj^lit 
^pKQ tqju » 

2 BrltiAb izucrlpt^DUS 4^1 

CoMtituliom of tbE 
1] Jilted Stiite;^ 

brought upto 

71 

fz lfejcic [|.ii arch neo¬ 
logy &JM' 

n tbe cn^ oi iorcigU polley qf a 
itry toieardfi uitattEr eauiitry« the 
uleitt ffiscuj ig aliquid be foMowd 

•Mslvely by aud the mimbef for 

4itcr poitot ry. 

Examph 


041. Cbuieae 

polity brouji^ht 
upto 1550** IJ7.-4 

Politioil Science 

EletUuu 3,*4 

TifUi of |:overti- 
lueut 

rrusdeut 354 

Executiire 33fi 

l^gUlaturt 

V&ity orgnTU^atiOD 3^9 
Local bodies 337 

Judlcljury 111^94 

Adrainisttution 351 

Fua.tloul'Of guvern- 
ment 

Clvici 313 

,, Fortlfiu TtlatEua 3^7 

f- l>lplDfiliir|- 4417 

W*r 14t‘l 


Feact 

Diitarniaiiitist 341 .b 

Hooartby 321.* 

Limited mouftrcliy 3^^.? 
Bemocraty 321 Ji 

Dfctatoraldp 3^1.6 

Commuuivu 321 6 

Utqplii 3:51.07 

Revolutloo 32 X 00 

FasfiiTt Ttsia truce J 1.09 

.Vo#: Eacb of tbe dblfllum^ 
\V4-\Vy may bt further subdivided on 
.tbe aualogy of tbe s^ubdivislos qf 
bore W. 


X 

Econo mid 

31 

Xiid 

CesflumptiDn. 
SbiUdArid ol Itviug 

119 4 
119-4 = 

X:i7 

Economic confer- 


Tahon 

339.49 

Xii 

i^odnetiou 

33S.OI 


Reoource# 

33949 

Xi3 

Blatdbutioil 

1193 

X:3i 

X:j^ 

NotJotiol Itcontc 
Fauctl6ual dLetd- 

1191 

bntlqo 

119’21 

Xijji 

Rent * 

339-3 

X:325 

CanunliSinU 

119=3 

X:32fi 

Interest 

139.73 

X:32« 

Profit 

319.23 

X:jag 

X:,iM 

Wiijje 

Schibiiism 

139*1 

ill 

X;4 

TraMpOrtint; 

X^i 

Fockuig 

65B.;S?4 

X:44e 

Freight 

djd . 

5:45 

WmfcJiQUiing 


X:5 

Commerce 

is 

X-51 

Marheting 


X:5i= 

Adtrertbing 

639-3 

Xi-Stil 

Canvofolng 

619.158 

X:5= 

Retailing 

658.B7 

X:53 

Tariff 

117 

X:S3t 

rmteetlou 

117-3 

X:333 

Free trade 

J37.2 

X:5.iS 

Export duty 

317’33 

X:550 

X:54 

Import duly 137^34 ' 

Eiport usid iitipi>n 3S r 

X:ij5 

Export 

16= 

X-546 

Impon 

jlj 

Xij; 

Fardga eapchnoge 

132-44 

Xt 575 

Boll nee of troile 

J30.J5T 


Intciuul trade 

3UT 

XlG 

PioanclHg 

31' 

X;7 

Value 

iiis 

X:73 

Supply aud dcmaudtlo. 11 

Xt74 

BofincM eycle 


X;/4i 

Boom 



W:9i5| 

U4 

W4^ 

Wb 

WO4 

Wd9i 

Wy 

wai 

way 
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Number 

Subject 

D. C. 
Nucut*er 



fiepreAslon 

380.124 2 


X ;746 

Hiseovery 




Fiinneil ecoauiiiy 

338.9* 


X:yb 

Frlee 

333.3 

p 

XS 

M-auagctUf^t 

653 

/ 

X:8t 

Ownerihip 



XrS 5 

Record 



XS6 

loreatment 



X:87 

AccouoCa 

63/' 


X:8d 

Ancllt 

fi'SJ 


X:fl 93 

Conduct oI aiefltiidji 


X:g 

Labour 



X;9i 

Labour ayatems 

3 J> 


X:o3 

Lubotif Euurket 

3 P 


X:g4 

Social couditloaa 



X:MI 

Houoixig 



X:«n8 

WeMutc Lnstitntioca 3b 


Xw 

Serried cattditiakia 

3513 


X;v 55 

Soda] f nauraocc 

33 i'J 544 


Xgb 

Trade nniou 

331.sa 


X107 

Strite 

3 >i- 89 - 


W 

Atbilratiaii 

Jl« '35 


^4 

Tiunapott 



>^415 

Rjijlwaj 

383 


X4i5 

Ocean 

387 


X42S 

Fort 

387.1 


X4b 

Foflt and telegraph 383 


X6| 

Money mill cur¬ 




rency 



XGi 

Ranh In R 

33^ * 


X64 

Money luarbet 



X60 

Typei of banka 

* 


x? 

Pnbik f Itiuitce 

3 i<j 


X7T 

findget 



X7J 

Tdctation 

33 &* 


X73 

PnbJie looU 



X70 

Local public flo' 




nucc 

J5i 1 


xs 

IniuruuCc 

3 ^ 


Xo 

IndDattici 



Xoi 

Cottag)c Indo^trin 

351974 


X9JM7 

Kudbar 

358,471177 


XoJ 

AftRuLtutnl econo 




mief 

631^1 


X0M7 

TeaUJe indiustty 



XMj3 

Co-operation 

534 

A 

A'ofr 

T Each -of the 

diaiatoas 


9 X4-X9 mitj tw fitEthtr mbdivid'ccl tin 

/ tht Aojul^^y of ih^ stibdiTfrimii o^ 
1 bate X. 


E • ampl-t 
Owtuersbip of ruU- 
way V 

IM7:5 1 Marfcetillfi^ ® f 

kadhar 

Xi>My;96 Trade udiob in 
textile nlduitry 


65b.S3 

jji saifrr? 





c c. 

Kqmbet 


Stsbj^Krl. 


Nwai: 


% 


\V|ietcT«r Dtedcd geo^riip!i[e4 _ 
chTonoloj^lcn] divUioiu may be addc; 


KxaiFipferi 


X.a.X5 Eccmomlc condition 
of Indin brought 
up to ilay» 

X. ^ t. X| Eeoni::iuijc coodltion 
of Jmpaji btotLgbt 

up to iU3o'ai 
Amcfkaa bii*ineai 
N3 Cjelei br^-ugiit up 

to t^30*a. 

X:97,2.H5Sttikoe In Indiu 
bronght up to 
i«>5oa, 

X|£3^S^ Dwocrslitp oI 
Indian UaJlwAyi 
broDgUt up to 


Y 

Social adcnce 

5 

Y| 

Sortorogy 

301 j 

Vi:i 

CLV^itLiatiou 

not 

¥1:54 

Cereinonlali 

3^41 

¥1:41 

lutempcrance 

i a 

Yfji 

Rural Ecciology 

& 3 * 1 J 

¥1402 

Slaves 

jtfi || 

V157 

HiiHjan 


Vi 59 * 

Caatca 


Vtn 

Frebittork sow- 

'll 


logy 

561 !l 

Y173 

Primitive MctologT 572-7?*" 




34 


Zt lateruatloiiAl lu^ 

Jnrtiprudmce 341^-i 
7,2 Judjaulaw 34^ 

Zr-^ Vroporty 

T rangier i 4 U ‘5 

7 . 1 : 2 .^ Moite^ge 
Zmit Realty 54 ' 0 '- 3 |, 

Z2:2T}:j Laud^nl and 
tenant 

Z j: 3 Controel 349; 

! M FartpEriblp J4*^.! 

Zz : 1 Tnn* 

J 5 i: 3 Crime 34 54 j 

'Zz : $01 Civil proceduie 34^-, 
Z2 ; S03 Crunt aul procedufe 345. 
Zj t ^ Hvldcnce 34'> 

The number for tbc Un of v| 
eountflei 1} got by n-ddiug to 
Qumber of tne country uitn 
geogtaphiei! icbedtUt given lu 
SI- 
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I 
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\ C. Subject D. C. 

i ftbfer __ Knmt^fcr 

V law df mnf po-rliculiir Cdtdtiiunftr 
\be got hf ELddlng fcj tla« ccitd- 
^^Jty ntnubtjaj flluitjratcd IicIistf ; 

* Ilin^ti l^w 

^ 3lTi5lim liivr 

eUwf of unj cotmtrj or rom- 
litv can be ilivjd«f 4 on thjs iui)i.Id^v 
ae dlf fafojis o!^j Intiiaa Law. 


M K.i3ylbh Law q( 

f rcidtj- 

I f^rcneli Law of r;oii-^ 
tfacti 

Uolbed Scatc^s Law 
qI Tort& 147 5 


i Comiticun Sub^divbions 

Blbltographj 

ptufr^ign 

J LaboFati>rjeaj obver^ 


I vaioriG* 

^XliiCUnk^, oxtiibi- 

ticjns 074 

Map atlases 

* loftthuUmisd 0715^ 

C^clopikeiiUift, dic' 
fcioaaHcfl, t^on^or- 
t Elancei 0^ 

V rerlodlcalA 03 

I Yearboalct^ dirce* 

% torif^i. Cftlmdiira 

^ DlnapACA 

I Coqf«cllq«, 0004*- 

te^aca, cauvditijuB CA3 
Bllli* atten cfldeii 


CoeeniibeQt Uepurt' 
mentiil rt^portii micl 
almilir periodical 
reportsi of corpg- 
rule badiri oaojo 

Statistrea 00051 

CommUHioDa^ cam- 
mitteefl dO 

Travail, cxpedl- 
llctta, sarvevi or 
sboikr descriptive 
aMOutili. CKplora^ 
tlonsv topography 
History 09 

Bbj^raphy* ieticfa fwjj 
Collected wort»* 
felrcUoDf^ ol 


mmofl aob-diriiianA may be 
•I after any cltSS number, The 
I 


C. C. Subject I>. C. 

Nm nlhcr _ Knznbcr 

examples Id flcctfoD 5 & Uluatrtte lntU 
dentaUj Ibe way in wbicb aomo of 
tbe Colon Cotawoii Sob-dmiiotn nroj 
be nmplidcd by grOf^rupblcal ji»<i 
cbrooolvgiciil facctfi. 

52 Geographical Divisions 


1 

World 

1 - 

Empire 

1-S 

British Empire 

1*52 

Homan Empire 

13 

F^dOc countries 

16 

Atlimtjo countries 

15i 

Mediterranean eoun^ 
tries 

le 

Frteid stone 

133 

South frigid ^£one 

J«7 

North frigid zone 

n 

Temperate stone 

173 

South tcmperaie zone 

177 

North temperate zone 

le 

Tropical zone 

1B3 

South tropical zone 

107 

North tropical zone 

10 

Pby^iogrehple divl^^ 
slona 

1§1 

Land region 

1011 

Desert 

1012 

Cove 

3013 

Sand dune 

lil4 

PraJjy 

1013 

‘ Rain forest 

102 

Island 

103 

Marshes^ coastal re* 
gion 

104 

Sumaririe resion 

195 

Watery region 

1951 

Fresh water 

1&61T 

Riviir 

105111 

Lake 

1055 

Boa tvater 

im 

Maun tain region 

m 

Atmckspherc 

1004 

BtratTiSphere 

1935 

l^aojiphore 

1091 

Intern hemisphere 

1003 

Bouthern hemisphere 

1005 

Western hemlsphcn^ 

1907 

Northern henusphene 

IPIII 

English fipeuklriL^ 
countries 

I Qf 

MuaHm ctmolileF 

2 

Mother r 0 u n i r V 
^Indla) 










CLASSrPlCATrON 



CL C. 
Niambef 


iJabjiict D. C. 

Nutaber 


2^2 Imllan India. 

2-53 French Inidift 

2-543 Fmugufise India 


K"" 21 Madraii (excludiiie 

f (he Indlati SUt«t) 


211 

2111 

2112 

213 

2114 

i 2l32 
2132 
2134 
2133 
i z]3e 
2137 
213 
2153 
2154 
216 


2151 

2162 

2163 

2165 

213 

2181 

2182 

2183 

2184 
2183 
2186 


2187 

219 

2191 

2192 

2193 
22 


221 

222 

223 


224 

225 
§ 226 




Eastern districts 
CMng-epul 

Southern distric!* 
Tanjora 

Ramnad * 

Madura 

Tiichinopolj? 
Colmbaldra 
Ndgiria 
West Coa?d 
Malabar 
South Kanui^^ 

Ceded Dislricts 
Ciiiidapah 
Anantapur 
Bellar^ 

Kumool 
Andinn De^n 
Ncllore 
Guntur 
ICiftnn 

Gcidflvari. West 
Godavari, East 
Vizagapalam 
Gnnfajn (Bcriore 1936 > 
Central districts 
Salem 

NcjtUi Arcot 
ChlltDor 

South (cxclndins 
Madras) 

Pudukholai 

Tr^vaneoro 

Coohfn 

My5Cfre 

Hyderabad 

Cosrg 


231 Bombay 


23 J11 jMimadjiagar 

*31 is ^Sho'apur 

23113 Akolhot 

23114 Jath 

33115 JamkJiaiidi 

23118 aUapur ^ 


s; 


c c. 

N unil« r 

23121 

23131 

23141 

23142 

23143 

23144 

23151 

23152 

23153 

23154 

23155 

23156 
33157 
23156 

23161 

23162 

23163 
33164 
23165 

23171 

23172 

23173 
33131 
23182 
23103 
23134 
23185 

W 2 

23211 

23212 
23231 
23332 

23251 

23252 

23253 

23271 

23272 

333 

235 

23511 

23512 
23521 
23341 

23571 
23571 . 

236 

23611. 

23612 

23813 




D C 


DhanvEir 

North Kanara 

Bele^ujn 

Sangli 

Sa\^tvad« 

Kolhapur 

Hatnagirli 

Kolaba 

Satara 

Aundh 

Bhor 

Fci^na 

Thana 

Jawhar 

Surat 

Broach 

Kathiawar 

Pcilanpiir 
^Mahikanta 
Khandesh^ 
Khandesh, 
Nnsik 

Ahmedabod 

Baroda 

Kaira 

panch Mahals 
Rewakantha 


1 


West 

Eas? 


Baluchistan 


Kachhl 

Jhalawan 

Lasbela 

Makran 

Khai^n 

Chagai 

Sara wan 

Zhob 

Lora Lai 


North Weal Fronts 


Kohat 
Banmi 
DiSfa Ismali Khan 
Agencies and tii| 
tory areas 
Harara 
Poshawar 


Pupjab 

Ambala 

Karrtal 

Hohtak 
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Subject D. c. 

Number 

C. C. 
MtimbPT 

Subject 

24imib«r 

:'j23a2I 

Gur^on 

26232 

Homirpiir 

^23631 

HJssar 

26233 

Jhaiisi 

12^632 

Momgomei^ 

26264 

Jalauo 

:23B33. 

Bahawa pur 

25236 

Etawah 

|13B41 

34iiltaia 

25236 

Kanpur 

'*^642 

. Miumffariairh 

25237 

Fatehpur 

3364$. 

■Thaiig 

25241 

HardoL 


Ly all pur 

26242 

FarruKhabad 

>23651 

Dcra Ghazt Khan 

25243 

MEunpuri 

:33e52 

Mlaawali 

25244 

Agra 

23653 

Shahpur 

26249 

Mathura 

’23654 

Gujriawala 

26246 

Aligarh 

>23636 

Shf^tkhupuru 

25247 

Etoh 

23651 

Gujrat 

25251 

Budnun 

23063 

Jhelum 

25262 

Bulondshahr 

23664 

Altoch 

25363 

Mccrul 

J3665 

Rawalpindi 

25254 

MuzoCarnagar 

^3671 

Amritsar 

25255 

Mirada bad 

13672 

Sialkot 

25256 

Hompur 

aS73 

Gurudasptir 

25267 

BarcHly 

’2674 

Rnpurthala StEate^ 

25261 

Saboranplir 

;i3661 

Hoshiarpur 

26262 

I>^ra Dun 

J36«2 

Kangra 

26264 

Garfawal 

‘4663 

Chamba 

26265 

Almora 

12624 

Simla 

25266 

Noimtal 

}:36e5 

Simla States 

25267 

Bijnor 

3666 

Mandi and Suicet 

25271 

Sitapur 

3667 

Sirmur 

25272 

Shahjahanpiir 

*3691 

Punjab StatJEs 

25273 

Hlibhit 

^36911 

PaUflUi 

25274 

Kheri 

J36212 
^36913 

Farldkot 

25275 

Bahralch 

fCu^aia State 

25276 

Gonda 

35914 

Dujana State 

25261 

Basil 

3692 

Ferozep^re 

25262 

Garakhpur 

3693 

Ljihare 

26291 

tfnao 

*3694 

JulIimdUT 

25292 

Lucknow 

3696 

Ludhiana 

25293 

Bara Banki 

4 

Hliiialayan reKtans 

25264 

Roe Bardf 

41 

Kashmir 

25295 

Suita Jipur 

45 

Mepal 

25296 

Fjrzsbad 

{6 

Sil^m 

353 

BUtar and Orlsai 

17 

Bhutan 


(Before bifurcation 

1 

Nortti India 

25311 

1936> 

il 

Deliil 

Santa] Parganas ' 


rnited Provincei 

25312 

2631S 

Manbhuin 

Singhbhum 

^2)1 

Azam^rti 

25316 

Balasorc 

412 

Bollia 

29331 

Cuttack 

*213 

Banaros 

2535 

Angul 

214 

Ghaaipur 

25336 

Feudatory States of 

316, 

Jaunpur 


OrUsa 

,221 

Mirzapur, 

26352 

Ranchi 

.222 

.AllahftbAii 

25353 

Palamau 

1323 

Fartaptarh 

26355 

Shahabad 

'.23t 

T^anda 

26371 

Saran 






1 














iLAiSlFiCAllON 


5 ;i 


[ 


G.C. 

N amber 

Snbjeet D, C« 

Number 

23372 

Champaran 

25373 

MuzafTarptir 

25374 

Darbbangft 

25373 

Monfihyr 

25378 

Ehagalpur 

2537? 

Pumca 

25391 

Haznribagh 

25392 

Gaya 

25393 

Patna 

254 

OfLssn (After blfyr. 
utloD 193G1 

2541 

Cuttack 

2542 

Purl 

2543 

Gan] am 

2544 

Korapet 

2545 

Sombalpur 

2547 

Balasore 

2540 

Feudetory States of 
Orissa 

1 GI 

Assam 

26112 

Haga Hillii 

26114 

Manipur 

26131 

Luah^ Bills 

26151 

Sylhet 

26153 

Goto Hills 

26171 

Golapara 

26173 

Kamrup 

26173 

Darrang 

26174 

Novirgdug 

20175 

Sibsagar 

26191 

Kbasl nnd Jalntia 
HlUs 

26192 

Cachar 

362 

Bengal 

20211 

Mymenslngh 

20212 

Dacca 

20213 

Tlpperu 

36214 

Tripura 

2G215 

Chittagong Hill Tract 

26216 

Chittagong 

26217 

Noakholl 

26231 

Backergunge 

26232 

Khulna 

36333 

Twenty-four Pnrgana 

26234 

Howrah 

20236 

Midnapore 

26251 

HpaghJy 

3S252 

Bdgm 

26253 

Burtiwan 

26254 

BLrbhum 

20255 

Mur^dabnd 

20256 

Malda 


a c 

Nquiber 


26257 

25271 

26272 

36273 

26275 

26291 

26292 

26293 
2G295 
26296 


211 


27iU 

27112 

27113 

27114 
27121 

27131 

27132 

27133 

27134 

27136 

27135 

27137 

27141 

27142 

27143 
27151 

27162 
2716* 

27161 

27163 

27171 

27172 

27173 
27181 

27162 

27183 

27184 
37191 
2 T162 

27193 

27194 
271B5 

27196 

27197 


28 


281 

28111 

26112 

28113 

23114 

28UB 


Subject 


D. c; 

Kniabj 




Dinajpur 
Darjeeling 
Jalpaieuh i 

Caoch'-Behar State ■ 

Baogpur ” 

Pabim j' 

Faridpur J 

dessore 
I'fndia 
Rajshahi 

Central Pfevlnees 


Eilaspur 

llajpur 

iCai^er 

'Drug 

Bastar 

Kondgaon 

Chanda 

Yeotmal 

Akola 

Nagpur 

Wardhfl 

Bhandara 

Amrapti 

Buldana 

NUnar 

Betul 

Hoshangobad 

Chhlndwara 

Saugof 

JubbulpDre 

Mandla 

Changbhnkar 

Korea 

Surguja 

Ja^hpur 

.Udaipur 

Baigarb 

Balaghut 

Khavlagarfa 

Sarangurh 

Saktl 

Kawardha 

Makmi 

Chhulkhadam 


J 

\ 


Central India 
Rafputanji 
Central Indb 
Rl^wnb 
Malhar 
Panm 
AJalgmh 


Other Eastern ? 
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f 


tC, c. 

^uiibnr 

Subject D. C. 

Number 

C C. 
Number 

Subcet D* C. 

Ntunber 

!^151 

GwQllDr 

2B25i 

Sirohi 

>152 

BhopsI 

26252 

Marwar 

;)iS4 

Indore 

28253 

Jalsalmer 

f*2 

Other Western States 

28201 

Bikaner 

Raj upu tana 

28271 

Jaipur 


Kotnh 

28281 

Alwar 

UI2 

Jhalawar 

2 B2S2 

Bharatpiir 

:tf2ai 

Shajapur 

28291 

Bundi 

>i232 

Mandasar 

28292 

Aj mer-MorvL^arn 

-124J 

Banswarn 

29 

Islands 

')242 

Dungaipur 

291 

Andaman^ 

'{242 

1“ 

Metvar 

292 

Laccadive Island 


i After Oic i^rthien of India on 13 Augost 1947 the anas Jbted 
tilow under 2 Q 7 Pakistan stand hi need «f lieing removed from 
jie diVtsioos i>f z tndin. 


1 tfi* e'iastitucnt States on Ungnistic basb, 

MCh Js the Quly national one^ will take dome vcjub* Till thoB 
ftrc are bound in be frequent changes. No attempt has there- 
Jre been made to revise the schedufc for India given in the 
\\ra edition of the C 9 I 0 H cta$sificaiton except for the deletion 
^ districts suggested in the preceding paragraphs 


■i 

f?l 


<211 

b]2 

hi3 

ist 4 

£it3 


f- 

b\ 

fji 

=36 

>37 

f 


) 


1 


Ceylon 
Pak titan 
Emit Pakiitan 
Eait Bengal 

CkJttqgang BLvIi^an 
Ciilttuga«L-Htd T'racU 
Chittagong 

Nf^ktuilL 

Tlppti-ah 

Dacca division 
HynieniJogt] 

Dacca 

Paxldpur 

Itakafgaoj 

Kajihoiii Divblmi 

kangpor 

Diitujpttr 

Rajitliahi 

I'ahnn 

s^adhi 

KhuJtia 

Woit Pakistan 

Und 

Tiidr P4rkar 
H^deiabad 


JQ 743 

KnraebJ 

^12744 

Didu 

^fi745 

NawnbAbab 

*Q74‘> 

Khmirpur 

^Q747 

Dnrkutta 

t374'* 

*2749* 

Sukbur 

Upper Sind Ffout er 

1075 

BaluchEfUu 

ifi75« 

Keelihi 

jQ73i 

JbnE[i«rim 

iSh53 

iFamiM^la 

30754 

Akntu 

10755 

KEituun 

aQyjfi 

CliajEal 

iQ757 

Kiiiki 

3Q75« 

Sutmwau 

3Q759f 

Quetta 

a 07595 

Zhpb 

3 07591 

LotoloJ 

1 Q 76 

North West Prontiftr 

sQ 76 i 

t>Ta CiTnall tCboa 

30765 

SoBthi Wcjmiffstiji 

*0765 

North Womiriitau 

sQ7A^ 

Bauuii 

iQjfiS 

Kohat 

2Qj66 

Pesbawir 

30767 


3Q7691 

Sirat 

nir 















cLAasrprcATioN 


c. c, 

NtmilHi 




a C. 
Nutnber 


jQ 7 fj ^2 

1077 

iQ77ii 

-LQ/7J2 

2&7713 

-Q77M 

-Q7715 

^07731 

3^773^ 

^Q;753 

-Q7734 

■Q^35 

-Q7736 

-Q 7757 

2Q773fl 

^27771 

-Q 7773 

'Q 7773 

^07774 


4 

4* 

42 

43 
43* 
433 

435 

436 
43^ 

51 

53 

3^91 

5292 

53 

54 

341 

541 

55 
554* 
57 
371 

572 

573 

574 
373 
38 
W 

39191 


Chitral 

W«vt Punjab 

Sliilk^t 

GEtjrAnwDla 

Shdklmpiim 

LvolLpiit 
^Tontgozncry 
^ihiian 
[tuhawQlpur 
51u»fIiT]i^rh 
Ddirn Ghoil Khiti 
Jfcsnu 
Slmhpor 
3Il.i&W2i1i 
Cujmt 
[hcluro 
Attack 
Rawalpindi. 

Pnvourctt couner/ 
(Great Britain} 


y 

/ 

Rutland 
Walts 
Scotldtiil 
TttlAnd 
Asia 
Chinn 

I 

SontJitfiit Asia 

Indo-CMua 

SIah} 

Main j Staixik 
East Indian 
Arcbipcliij^o 
Knrcna 
Europe 

Greece 
Hal j 
SlcilT 
Malta 
France 


43fl 

41 

415 

5 

St 

5a 

S97 

393 

595 


591 

4 

495 

45 

43^ 

45S 


c. c. 

KnP3l>fT 

Snlijptl 

D. 

Knn 

59J 

ilalkmu itdtea 

49b 

3931 

Amtrla 

43* 

593* 

Hnngary 

439* 

594 

SwllttElJllld 

IM 

595 

Poland 

43« 3 

596 

Netherlnnda 

402 

59&1 

Helgtam 

493 

5^62 

lloHaBd 

492 

5971 

Lilhnania 


5^73 

I.ntvin 

474 

5973 

Eilhonla 

474 


Africa 

6 


UjaiBa of South 


63 

AlTiCB 


67 E 


03 


Ab/ssinln 

b3 

T 

Amerlci 

7 

71 

America 

7 

7191 

Greenland 

qS 

7a 

Canada. 

71 1 

73 

United State;! 

73 jjm 

74 

Mtxinn 

71 3 

74H 

Yucatan 

>26 n 

75 

Central America 

77^ fl 

791 

Siiutb AmctlcH 


792 

VCeit Indies 

739 Jl 


AutCrnlin 

94 |l 

9 

OcenfLa 

9 H 

9* 

IndisD Ocean 


91 

Antaretk (3eean 

99 m 

93 

Faciiic Ocena 


94 

Arclic Ocean 

rid B 

943 

^pitsberges 

99 ■ 

95 

AtlantJc OcitAR 



TI:e fDlloning Mncmoiiic 
be npplscd alter Cev^rnpiiical 
i?efoiG Alpha betli; DctIcc la tiie 
indivIdtuliiatiQn in CoIqb Cl. 
tloB. 

C Citit9r towcj^ villa 

etc. 


Spxin and 


D 

I>e 5 crta 

PPTtujtal 

4b 

J. 

I^akes, tonki^ etc. 

Spain 

4 b 

31 

Mountains, hills, 

Portugal 

4*9 


peaks, etc. 

Germany 

43 

U 

Rivers, canais, etc. 

Saar Basin 

434.2 


Estfmpitw 

Scandinavia 

43 

^MH3 

Blmaluyaa 

Sweden 

4'*4 

zMSj 

Satpura HtXh 

Denmark 

480 

iMWj 

Wcslem Gbata 

Norway 

4 ii 

2 RBS 

Brahmaputra 

Iceland 

49* 

jec* 

CatiVefy 

Finland 

471 

2 RG 1 

Gaugea 

Ruislii 

47 

3 EG 7 

Gndavarj 

Turkey 


2 Rt 6 

Indus 

Cypms 

5^ 

4 ICC; 

Conjeevarom 
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. c, 

EdbCT 

Subject 

D. C. 
Number 

S’? 

SB2 

5‘ 

Poona 

Manchc^l^ r 
Hd£ahuTgh 

C&BpliLa 

478 


Tofeju 

5^1-%5 

Jentaaicin 

5*9 

3 

3: . 

Alps 

49^1 

Dnoubc 

Sab or* 

66 m 

4 

Nile 

62 

14^6 

Ajlilft9 

S 

4k6 

Amaioo 

&1 

_54 Laneuaee Divisions 


Indo-EuropQAn 

TeutuiiJt 

Gcirnau 

lAtin 

Fr^ntih 

Part^gDcw 

Greek 

SiiRikftl 

FiAktit 

Pali 

Maltariatrl 

ATdhamagadfciE 

Mjigidm 

A{>abbRim&u 

SlaliAleK 

Hindi 

PA^iM 

Gujariiti 

BIrrjtM 

Uiifa 

B«£igaU 

Nt|Mli 

Irjinlan 

PerflUa 

Urdu 


1 

J 

7 

1 

a 

fiZ 

913 75H 


QI |.S 

9M 3 
414 m 
514.7 

914-^ 

4145 
QM 4 


9rs3 


-314 J 


Semitic 

Hebnir 


92 9 
4 


c, c. 

Number 

Cubjeet 

D. 

Niiiub 

jc 3 

Arabic 

aa r 

3 

Dra vidian 

94 B.lt 


t™u 



MiJn^alAm 


n 

Kaimicsc 


34 

Tulu 

94 «» »3 

35 

Telcgo 

94S.13 

3 * 

Kui 


38 

Brabui 


39 

Toda etc. 


4 t 

Chlutfc 

931 

43 

Japna^K 

9 J 9 

4 J 3 

btamcfc 

9 S 4'1 

435 

Malay 


43S 


958 

99^*7 

Eiptranto 

089. 


53 Chronological Divisions 


A 

ii 

c 

U 

H 

F 

G 

H 

I 

1 

K 

L 

M 

N 


Befoie 1999 B, C, 
i»99 to iDOO B, G* 

999 1 B, €. 

1 to A- D, 

1000 to 1099 A. 
tloo tQ it99 A. D, 

Uoo to 1199 A. B. 

1300 *0 1399 A* D. 

1400 to [499 A. I>. 

1300 to 1399 A- T>. 

1000 to Il&gg A* D. 

170D 1799 A, M. 

iSoO to 1899 A« 

1900 to 1999 A. D. etc* etr. 


J64 

Nb? 

C67 

P.|o 

J6 

N4 

N6 

06 

G4 


1504 

I9169 

J 20 to 318 B, C. 
40010409 A. IX 
1360 - 1369 
1910 - 1949 
*960- 19^ 

300 - 399 a 

400 " 499 A. 


U. 

D* 


55 Book Number 

Book tXumlxfr ti tile extra nuntber added alter a 
class number 10 dislin.^uish ailffrcnt books m the same 
specific subject. 

56] D.\TE NtmuER 

Book Number is tionnaUj- made ol ilie chronologi¬ 
cal immbcr cotutrocted, according to schedule 55, to 
represent the year of oubliaitidii of die Ijciok. For 
iraample, the Book Number of this book is X51. TTiis 










CLASSIFICATION 5^ 

is ss'h»t we do ivlieti die book is in die iavomed lan^- 
tiage of the library, 

56 * I,ANGOAGB XUWaEB 

II the book is in pny other l:iiiguage. the nuintwi 
ol its language is prefixed to its year onniber. koi 
example the Hindi edition of this book will have thi- 
Book Number 1a2N51. 

ofiSI Dieliottiiries 

In the tase* ol linguistic dictionaries the language 
part of the Book Ntimber should be the number of the 
language in which meaning is given. 

5622 Periodicali 

In the cast «f periodicals Language Number 
should he omitted. 

563 1*A»T 

If die library has mote than one copy ot die same 
book or if it has more than one Book Number in the 
jsame war in the same specific subject, we add to jear 
number the digits I, 2, 3, etc. in the lasc of die second, 
third, fourth, etc, Ixioks respectively. For example a 
second copv of this book will have the IbMik Number 
NSIJ. 

1^64 VOLUMi! NUUBEft 

It a book is in two or more volinues. the volumes 
.are individualised by adding a point afti:i’ the yeat 
Iniunlier or the accession part of the Book Nnniber as 
the case may be mid writing thereafter the number of 
’the volume. For cxain[)]c if this book is in two volunies 
4heir book numbers will be Nat.I and N51.2 and in the 
rase of the second copy they will be N511.1 and N5n.2, 

565 How Whitten 

The Book Number is written either below the 
Class Number or to the right of it after leaving some 
space as if it were a different woitl. The class number 
and the book munljer taken logcdter is called Call 
Number, For example the call number of this book 
mav be wTiiten as 225 N51 or 225 

N51. 

It is written in the latter style at the back of the 
title pase and in the former style in eatalogue entries. 

3T examples 

.Vote; In the case of periodicals, the country and 
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year of origin are given witbin brackets, when thcv 
are not othcnrise obvious; the caU number b giveR for 
the volume raentiancd. 


C. C. No, 


iliO, 31 

N 3 O 

fipa. N 

!«44 

No 

N 34 

m 3 . ^4 

N44 

»rt3, 319 

K 36 

flis, N 

Njo 

90 a 


902 fnt, L 

Nj9 

902 m;, Nj 8 K 43 

Rf»z, N 

N 38 

Brti73, 313 

»33 

F-:j 4 Ji 

Nz 6 

P—: J4A 

33N88 

Pj3: J4* 

N*3 

P 33 1 J4t 

33N4> 

B.Xrl 

N3i.r— 

X 9 WM 30 

N 93 

KgurKdi 


80 D 

N 50 


N51 

N51 


CAjcutttt Kview 1(844] 


1935 01 

iiriidiiiiOi»i] rev'trw fvgiKih 

V, 77 . 05 

Modtm (ludla *907), 

V-M-^93^. oj 

lIlujrtrAtcd Iddatl^ ncw^(iU4aj. 

V.ac^, ,jj 


WcitM fevkw (Gmt ErltuiD 
1 S 5 ®J. N, S, V* 1* 1936 . nj 

Entild mtd I^dki^an jtar boot 

Undti I9i5>, 1930. 

Indolojg/ 

JoDrtial of the Asfatic Sockit^r 
«f Rengol (17^4^* Ser. 3. V.j. 
^939. 05 


New lodlon smtlqnax/ [ 1938 ], 

Vj. 1945- * C15 

Joimidl of tbo ladiazi 3£at2i^ 
imticdl ^odfty (IQ 07 ]. 

N SV.a. i 93 a/jfi. jic.j 

.^nnoisof MdibrniKticft. fUnit- 

fdStBto, i88*). V.44.1933. 5i«,j 

CwsclV New Ho^ttib l>ktion> 

9 tr- taa*. 4«3.a 


Entjlitli Tfh^a dletlcmeiy. 

WiS 49^81337 

Eutavei«*En^lLib dCctkaetj. 

* 9 * 3 - 49481 3» 

Kao sveso-K BUB.vest dicUott- 
aly, 104r. 494. S143‘14814 

Report nf the IndJjui Bjinliijag 
Committee. (19*^}. 5V. 1931 333.10O 

Harrla (R, R.J Cbronklf or 
the life of J.S. Tat*, ibow 
1839)- 1915- 943.3 

Ford (H,). Ky tile ab*! ‘work 
* 9*3 0*6. io4 


Sriaivaiao (I, A ). itAthemi- 

tle# for Enjliieen 1933, 3io.oolbi 

K«drwi TTolveralty. CatcDdAr 

37® 34^58 

AnaemelBl Uotrexaity, AuaoBl 
report igjt. 3^5 348038 




CHAPTER 6 

Library catalogue 

[uiiciiiDLik tfl thu Library Citsilogiie lisivc btfon 
discuued in setlian MB from ilie jjoiut of vk'W of ihr; 
Laws of Library' Scidite. * We savr ihat all of iliem 
»viiuia vole for llw type ui caialqgoe which wouJd find 
for a reader in lltc shortest jxwisible time that Iwok 
which he has iu his mind, however slighi inighi be the 
mfonnaiion dial he niisiit remember aboui ii. Hence 
it is necessary to enter a book under every one of the 
] dev ant details coiinectctt with it, say, it» sjjetifit subjeti 
or thonijhi-conteni, author, his roltaboruiut's, il any, 
editor, traiislator, commciitalor, ilUistrator, its series, 
editor of the series, or even tfte title when it is fanciful 
and fails to convey the thoughKontent of the Isook. * ft 
is now becoming customary to make die thought- 
content ih€ pre|>oveni clement ti: the maiii entry mfhich 
gives fullest infonnatJon about the book. The leading 
section of that entry is therefore occupied by the Call 
Ntiinbcr of the l>ook, U is djerertsre railed also Call 
Number Entry, according to the terminology of the 
Clatsifitsd (Bkifogm* ende. Heic is an esaotpU- tit st.'rii 
a mail; entry. 


Example 1 


1.1 2:S3 N50 

ft 

R (SUr^b Ranjamrltab 

' ~ Library catalogue: Fundamentals and pruceduie. 

Mardas Library Assoclaticm. publication series, 15). 

S843T 


The title-page of the book is as follows:— 

Ltbmy catalc^e 
Fundamentals and procedure 
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By 

S- R. HaxtKanntbiin 
D.latt. L,T., PX.A, 
Madras Library Association 
Umdon: C. Blum & Sans 
and its Iiall'titlG i& as folloit's:— 

Madras Library Associntioii 
PublJcalian Series 1 $ 

Library cataioguo 
FiiridamcntaU and procedure 


61 Main Enlr>’ 

As seen in the jilnne example the inaiii etitrj' may 
have hvc setlions. Jt tt'ill have only tour sections in 
the t’iise oF liooks not iK’longJng to a series. Several 
senions j^ive irtforiiiatton as imihateci below: 

Firxt or /endiwg jectioij ; Call Number oj the hook 

SecofnC seilioti : iNainc oi the aulltor (Pcnonal or 
corjrorate) or a subMitnic foi it in die rase of anotiy. 
moUs or |r«fU(loriynsous authr>rsJup and in rcrtain other 
tascs. 

Tfurd Awijtiii T ritle portion tvliidi b usually 
tmtiMription oJ the LitlC'pagc omitting pulls or un- 
necessary words and including ilie names oF ciiitoi^ o' 
traiiblators etc. 

Fourth sjfifOH ; rh* luniie ol ilic series and ih: 
«ijai number of llic IxjoL. ituluded within cirtiila- 
hratkcls. 

/‘ifth ttefion. Accession Niimbei. 


62 Added Entries 

Ihe other entries of the book wiU Itc derived 
irotn dhii mam etiir)-. The eJass nuiulm^ will give rise to 
^e eninw and these would he sljared by other book* 

the wbroi or any mber }«rs<m of that rmegorv «hose 
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62 


immtL oct'ur^ in th^ title portion of the mam entry tvUl 
f^ive rise tu different etitrie?^. I’he series too tv ill give 
rise to an entry. "Hie one entity whith h not eligible for 
:iny entry is Uie accession number. All Ute derived 
entries a% called Added Entries. Among ihefie, those 
that are shared by other hooks arc alleil General Added 
Entries and those that relate to a partirular liook are 
called Spedfir Added Entries. 

fl2l GeKKRAI, AdD^D ElVTWEr^ . 

6211 Class Inde^ Entry ‘CkVjCC / 

The entries dcrivetl from the r!as^ number o£ a 
l)ook are called Class Index Entry, l.rt tts take die 
claw nnmber in the example given almve and examine 
the entries that could lx? derived from it- As a first 
siep^ the class ntmil^er is repiesented to the form of a 
Chain of Classes as shotiMi beiosv: 

2 = Library SetenGe 

A 

2 : ^ 

i 

2:6 — Techojoil work 

i 

2:fia — CataloKuLn4g 

It will lie seen that though titere are four links in 
the rhain only tlirce of Uiem rotiiain significant lerm^, 
Widi each fane of these terms as the leading word or 
Xfain Heading atul die necessary intlividualising words 
if any as Sub-heading ihe fnliowing rkss index entries 
are got:— 


t . 2 CATALOOI^ lX(t , UBHA B Y SCTE^CF^. 

For in thii Cfo^jt oHd \ta ^Stib- 

diinsipn^ the CtiiEst/ied Pdrt o| tbe 

catalofjUi' under tlic CIon;} Nwmher S:55 

• -r " ■ ■.... p.. ^*.- - - 

* 
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t,3 TBCIIXR’AL WORK. LIBRARY SCtEUCE, 

Fof bo^lii itt dkis Ctaa it»4 ^ Sulfdietsitmt 
ite CtaisijUil P<tri 0/ Ihi eotfl/fgue undrr tkg 
Ctius Nnmbfr f >5 


1 .^ l,(liRARV Si:iXNc:£ 

Fof tM iMis flfiff HMd Ui 
as thf Part af tMe eatalogor iuiiRr the 

Ctaff JYitwcr 

.\ Clu«$ Iiidic^c Eiiiry hcl|«> ilie reader to itie region 
of the AJain Part of Uie catalogue or of die sJvelf 111 
ivltich the hooks in the region of his interest are enter- 
«1 or arranHCtl successively. For fonlier details refer* 
enre may Ik made to nuv /*ibr<ri^‘ rfiialogttei Ftinda- 
rnentaU tint} f/rocediire and tire Clttssifiril t'dtatof^c 
rade, / 

Since entries like these are common to otlier books 
liiis'ing the same riass ntTmiKr care i$ to Ik taken not 
to write an ciiiry idciitically similar to what Jiad iKen 
silready written while cataloguing any other t>ook. 

• fi212 Cross Rcferentc Index Entxy^ 

. Full tier ii i.s ttsiiaJ to give entries using tiie names 
of the editor or the ediions of a series directing reader's 
attention to the entry with the name of die series as 
Itcading. It is also usual to refer from one heading to 
another which is an alternative name for the entity 
used as heading. These are calleil Cron Reference 
index Entries, 

&Z3 Book Ixc-bx Ektries 

The function of these entries is to direct a reader 
to the SjKdfic book he has in hts mind provided he 
rememfiers the name of its author, colbborainr. editor 
or any other person of this category or the name of its 
scries. The book given as on exainpJe in tJie beginning 
of ttiis chapter will have the roliowlng Book Index 
Entries: 


1.5 R-OfOAs.vniAS rSblyiiti RBm tm.-iuf. 

Library catalogue: Functarnen tals and procDdure 

2 :SB NSS 
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X'b Madras Libbahv Assocuitiox. P^aucAtioft 
SBB1£S. 

10 Bangjinatlian: Library catalase; 
PundamentaU and procedure. 2:55 N50 


CUsmpiire ilic alwvi: cntnc.\ witli the Maid Entry ot 
ihU book ant] nolc the paTiiculars. ouuttcth The first 
is riillct] Autiior Entry and tlte wennd. Scries Entry. 

Exatnpfg 2 

Tate the (ollowing book as another CNumple. .\ . 
veriicBl stroke denotes change of line. 

Title-page:—Plant-Breedlriig / by / L. H, 

Bailey / New Edition / Revised by / 

Arthur W. Gilbert / New York / The 
Macflitllan Company / IBT2. N22 3SS30 

RaI/-(Ule-pagc: — Tiie Rural Science 
series / Eitltcd by LJ3, Bailey. Back 
of the half-title-page gives □ list in whicb 
this bonk appears as^the 2£nd. 

, Afoin Entrv 


2.1 J;C:0 N22 

BaILIT (L. B.). 

PlBct-breeding rev. by Arthur W, Gilbert. 

New edn. 

(Rural science series, cd. by L..H. Bailey, 33). 

35336 


y' Author Eatry 


a,4 BAUKY (L. B.) 

Plant-breeding. 


J;G:6 N 33 
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ffevlMT Entry 


33 

GlLBBAT .(Irthiu W.). Ar.. 



Plants breeding by Bailey 

J:G,^ 

Jiiiler Entry 


Ruiui^ rA^itscB aXKLka 



i 3 Belleyz Plant hreediag 

J:G:6 K 2 

Editor af Seri^K index Entry 

3.5 

EXiLmr ihM }. Ed. 



Stt Rt^&AL setSKca 

u£ 


Thou^ Bailey happcm to be the author 
the Editor of the series, note that he Is given a 
Cnws Beferonce Endex Entr>' whleh is different 
Author Ir.dex Entry, 

as well as 
separate 
from the 


Clat* iHilm Exifin 



BuaorNf], AGnWULTURE. 


t * 

Fw b^ots Iff (Mis Cltus and, Enh- 

dipitioHf S 4 t jAr Cfaerf/iffd Pan 

Catai^^ttf tindtrt^ CiaiM NuMher 

**-*--•>* ^^ *- 

J:G:* 

•■ * - » a tr 

^*7 

BIOMMY, AGRlCt^hTVRE. 

* 1 ^ 


Far baott in tkit Ckm nitd ^ Suh^ 
Jioisioits sat tit CiasHfitd Pvi 0/ tit 
iaMagut Mttd^r th* Clas* dVif« 4 #r 

j!C 
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ACtBiCUtTmiE 

For books in thi& Cliw and itfi 
dioUipHs see the OaisijlUrd Part of tho 

under the Chus: Ntiipb+v ^ 

Htre is the transcripL of the titJe^pitge oi ;iTii>Llicr 
book- 

Three Sludie& / in / English Literatiiro KipUng. 
Galsworthy, Shakespeare|by Andre Chevrillcml from the 
Tr^ch by / Ftorenee SimmorKls / Lerndon / Wilh&m 
Heineroann Ltd. 

0 -; oMfl Naa 1*78 

Note—1. Rudyard Kipling's poetry (Class No. 

D-:lM64:g> larma a section of the book extending over 
lip^ —152. 

2. 'John Galsworthy' (Class No 0-:3Mfl7^) fomii 
a section of the book e}dtending over pp, 153-210 

3. 'Shakespeare and the English soul' tClass No 
0*;2Jfi4:t> forms a section of the book extending over 
pp. 220-263, 

The caialoguc ihonld bring out the above three 
pieces ol information. 

j^forn Enhj 


3,1 0>;9MS N23 

Cii£\'Biu.UN (Andie}. 

Three studies in FngH.ih literature t Kiplingi Gai5' 
worthy. SbnkEspeare tr. ,.by Florence SUnmonds. 

2278 


Becl; of the Main Cord 


3.a. o-:iMb4:9 ^p, bcrxtUTViUE. 

Q-;^M6^:9 Pp. i33»ei9. EJfGWKH. 


1/5 
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U BtURY MAHUAL 


0-:2J64;S Pp. 220-263. C£iTici«l ENGLISH 

UTERATVRE. 

CKmCiBU. GALSn^OJtTHY 
(JeAni I'lCTlON. 

CKmcUH. KIPUNC IRVV- 
YARD), t Qm‘RV> 

CRmcnBM. SHA KBS PEA ht . 
VVILU4M. DRAMA. 

FOliXav. ENGLISH. 
pjnrxo.v. ENGLISH. 
ENGLISH. 

KirXIKU (Rudysifl). POET Hi. 
GALSn'clCrov (John). PICTTOK, 
&:(AERta*Z4EE {WIJtfaDij.. 

DR A ME. 

CuzvRiLLOir (Andn). 

SWMONiw (Ftorencc). Tr. 


The back ot die Main Einr>' gives a brieJ iwond 
fit aJt the Added Entries of the b<wk. I his enables lu 
to trace out all ol tliciu tviienever wanted, ‘Tlie^ inav 
be wanted for correction or for removal when tht; 
book is withdrawn. 

dudjpr Index BiUry 


3.3. CniVKlIJ/rN Andre, 

Three studies in Enfilish literature: 0-!6M)tN23 


Translator Entri/ 

• * * * » * - 4 * 4 « j ^ ^ ^ ^ ^ 

J. 4 . SDQttKtDS (Floteseeb Tr. 

Three studies In Bwllsh utarature by ChevilJlaii. 

0-:9Jt8 Nrj 
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Vritss HeferetM iintries 


3.5 0 -nM 64:9 

S$m a4u 
OigMB Vj 

ChcvrUlon: Three ^ludice in Eniiltsh Uiei'ature. 
Pp. f-tji. 


3J 0-:3Me7:B 

Sff b/jo 
0~;:93tS 

Ghevrillon: Thi-ee aiudics in lilertiturr, 

153 - 319 . 

q m tM> ■ “i ■■ ■■ ■. = « ■ c i-**. i| ■ * n- I 


3 .T O-: 2 JB 4 r 0 

Su 

a«:9MS Fi 

CbevnlldDi Three iftudies in Enelieh Uteratun*. 

Pp. 

^ch of ifie first IS Ueji)s siioivii on ihc right-sidt* 
oi till! bact of main f:artl (entiy S.2i will receivi; a 
Class Index Entry, 

Tlic three set* ol examples f^iven in the b;iok 
illiisUTite the style of writing sninc more tyiica ol 
entries^ The position mid die necessary idctition of 
the dilferent sections tn caiii or.e of the entries -iin) 
the jjosition of the Call Numlief and the . AceJession 
Niimlwi' may specially lie noted. I'rrcise rules rejpnl- 
ing them art- jf'ven in out Chssifinti ctUithtptf nttfr* 

GU Card Catalogue 

Since (i) ciUrifi will have to Ije jitierpoJaietf iti 
the nitaloguc whenever a new Isook arrives, (2) emsics 
IVill have to be ivitlldrawn wiieilevei a boult is with- 
draw-ii and (S> oft-luctcd-np entries may get wom*owt 
earlier and will thett Iuivl* to bc! replaced, the catalogue 
is maintained in die iorm ol cards. XormaUy each 
caid contains uiily one entry. The standard cards are 
5*' X S'" X .01 ** and to secure i-kgance h is advtsahle to 
have ruled tards. 
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KtiLTics 31 c liesi \mtieii by KiiiLil. 'I'liis h 31m> 
ilic utily satisfnctOiry method in s^sll. libraries, litit 
ly pi;ci'Ctit ihe idiwyncrasles ot taligrapliy it is atlvistfl 
tiim till! t‘3i<ilDgiitr should :idD|jt an inipeiiKitial Ini ml 
lalk^ Library Hand. 

This consists merely ol deiaehetl upright letiei's 
as Iquiirl in Oxford copy books, Etabiiralc and spccilic 
rules are gtsien in our Ci/tui/ied caialugue code cover¬ 
ing these points and describing tlctailcd mles for the 
(hoice anti rcndeilni; of Jieatiii^ ol all tyiK*s. riiat 
lxH>t also contains the iiiles lor dealing with tomlJlc-x 
rases, nnilti-voltuned bifots and |KTiotlit:il publica- 
lions which geiii-mlly mJt for dillereiii types of entries, 
liiti all tlicse inifs may not lie reiitiired in catitlcigtiitig 
3 sinall rolkction that is n.suully romni in small libra¬ 
ries- In cases of nottssity, the nstrs of this Iwok are 
letjttestctJ to refer to tin:' Cwte. The lew rules gis'cn 
lieJow liave liEeii found to lie siilficient in caialoguint; 
Itooks ill small Hbraiies. 

64 Select Rules 

tor convenience w'c have folloiveiJ ilie same nuui- 
liei for th(; rules e.\tracted here as they t>car in the 
Code-. In some tascs the rules have been s-ery sliglitlv 
nuKlibcd. 

MAIN ENTRY 
11 CaU. XCldtt&K 

11 I he (Jali Number is to be taken liotii the back 
til the ii(]e>page ot the book- It would have 
tweii ttssigned by tlie tkissilier in accordance 
with the rules of classiBcation- 

111 Three spaces are to be left iHrtwceit the Class 
Number and the Book Number. 

12 Choice ot' Hsadixo 

12 The Heading is to consist of one of the fol¬ 
lowing according to the nature of the book: 

L The name of a Personal Author; 

2- riit- n,lines ot twi. joint Pei^mal \uthon; 
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Tbc u:tine of ;i Cfirpomlt Author; 

}. I’ll*' n:imt‘s ol nw* t-nn*oiiitt“ Aurliori: || 

5 , A jiseudoiiym or two |jse«(Ionyms; i 

ti. 1 tic niiTiJt ot a person other ihm author, i, €■, I 
o[ a Collaborator other than Joint Author; | 

7, "I tic names of two persons other tliau atithurs, || 
i,e., of two CoUaboraloFs, other than Joint | 

AuUmr: and a 

B. rhe First Word ot the I'itle, not an an irk or | 
ai: honorific word. 5 

1211 <Jiristian and Jewish X;imcs 

1211 in the case ot Christian and JevvLsh nani« ol 
modem limes, die stimame is to be written 
hist and the forenaiiir or Forenames an: to 
Fb* added thereafter. -j 

e,S. Einjtein (Alfred). ij 


Shakespeare (William), 
Shaw (Gfloric Bernard). 
1212 Hindu Names 


rn2 In the case nf inodcrn Hindu names the last 

substantive word in the name is to ^ written i 

first and all the earlier svords and initials arc i 

to be added tlicjneafter; except that, in the jjj 

i>f South Indian names, if the last substantive h 
word merely indicates taste or commuiniy 
lud the pcniilrjmate srord is (;ivcn in Full ciii Uie I 
liilc-page. the tsvo subsuintivc words are Imilt 
to lie wriiifii fits) in tlieir natuial ordei . 

Vwifie tif till' ntilliw Mfititrr ntngiie i 


Beneah 

Hindi 

Punjabi 


1 . Taflcre (Rabindranath) 

2 . Malnviya (Madan Mohan) 

3. Rnl (tBjpat) 


4. Gandhi (Mohandas Karamehatid) Gujaralhi 
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5. 

QokllElle (Gtipal KrlsJiun) 

Marathi 

e. 

RndhfikriBliiian CSarVAimlli] 

Telegu 

T. 

S^nkur^D KJiir (Chettur) 

Maia3rals:Tp 


Ch«ttur (GJL> 


a. 

Kri^^hntUBjachori (PO 

Tanciil 

10 . 

SrUiivi9sa Sosirl (V.Ss) 

Tamil 

IL 

Kanmchcifidra iMkishilliar tVM.) 

TelhUI 

12. 

Sivaswaro^ Ayj^ar (PS.} 

TaiiiU 

IS. 

Aiy^r iA.SP.} 

TamU 

14. 

mman (C.V*) 

Tamil 

15. 

Rajiigv?pg|acliiiiri (P) 

Tnm^l! 

in. 

Chari 

Tamn 

17. 

ManR«Sfl Rao fSavur) 

Kannada 

15. 

Sfivur rR.M.) 

Kannada 


111 8, 13 , 14 . lt> aijii 18 cast<^ names of 

^init' (ithci- nffn-jjcrsonal names have lo lie given die 
Ijpit jtlact uji the aujiohs Uicnmlvo Imvc shown iJjeir 
iifFreTPiire in dial way on ilic titic-ftigc amt have dc* 
irlicrateJ) retliiferl the [wrvfinal words in iheir iianwri 
lt> rnitinl'i. 


j 3 J omr A utBOits 

J22 jr the tittc-page eonuiins the namei oI two 
amt only two Joim Personal Authors, both the 
naotes ate u> be used as the Heading wltTi 
the roniimnion 'and’ {connecting them, 


e.e. Srinivasan (G, A,) and 
KrishnamscharJ (C). 

Kiippuswatni Sastri (S.) and 
ChiDtamani (T. R.). 

Harkness (James) and Mories’ (Frank), 

1222 It Uiere be thnee or more Joint PcrsoitaJ 
Authors, die riaiue ot the first meniioaed 
author alone is to be used as the llcadiiur and 
the w-ord ‘etc’, is to be added therealt^ 
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CoKTORAtE Author 

Piiblicjiiioiis jMUCfl ji^iicliiUy eiiliser by u Gwverii:- 
iiiciii, or by one of iis depart itietus or by other initjiu- 
(loji^ iirc tLsnaHy deemed to be of C^orpnnite Author 
ship. Ill ihe case of an oOiizLil puliliratiori even though 
the name ol n might ap|>cfti on Uie tiilc-pge, 

liie |iublicauou slionld he neaied as of Corporate 
Atitltor^hip and the (ollov^irig rules ^vfll T^ovcrii the 
I Jitabj^^njug ut ^iieh puhlicatioini. 

1SI,1 If O^rporaic Anihorsliip is indicated bj the 
hookf ilie name of the rorpn^ie l^wMiy is m 
lie ii^il iih tilt Htading^ 

^ VISI Giivemineni AtiUior 

12H M the Corpiiite Amhor is a Ciuverniiient 
aiul not any speifie part of it, tlic iitiidiiig 
is to roniist of the Knglish name nf the geo^ 
giaptijtal itrea wbcMe affairs ai^c governed or 
mlmirdstered Ijy it. If the Corporate Auilior 
iv a part of a Government* the above head¬ 
ing is to be used as the main heading. If the 
aiiilioF IS not the uhofe Government but only 
a jiart ol k such as the rrotvn or the event tJve 
ur the legislaiint or a depart liient, the sub^ 
heading h to consi\i of the niiiiie fk tfic pan 
or deparimeot, ant! h lo lip ftTitten as a sepa¬ 
rate H!ntcnce^ 

STramp/ea: 

L. Madr&s. 

2. MadruB. Governor. 

3. MadraBn Liiiiislative 

4. Madras, fnstrudinn (Pt^paiinveiit &f—^ 

LZ^ ISiillTtJ^tON AfTUOR 

1232 ti the Corporate Autlinr ts an ImtitntioD, 
the Heading is to remstst of the name of the 
[mtitution iti the shortest form found on the 
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Titje>]>agc, Iiiilf-Eitlc uf ;itiy oilvn pui thf* 
(iook> oinlitng hnnorilii woptk und [lulfs, il 
;iny, M iJic end or bqijiiiiiing- II ihr Caqxj 
Kitf \inKoi' is a dlcpitHifiiL iltvision or 
subdivision (jf an Instilulion. its niittic' is lo b<? 
used as tilt' suli-bfl^dinK. 

1 , League o-f Natioas. 

2, South India Teachers' Uoion^ 

3, ITnlversliy oi Madras. 

4, Romaiiujam Memorial CemmitteCi 

5, Imperial Bnnk o( India- PutoUc Dcbl Office, 
fl. Madras J^cgiElistive Public Assembly. 

Accpunls Commtttee- 

Omlereiicc Author 

12SS It Uic Corirorate Aiithur is a Cuiiiervi'te, 
name ot tlie Caniumwje is lo be used as die 
l-Icatlinj; and il is lo Ik iiidiviJuiilised by ihf 
name of ilie place or places where it was liuJd 
and its year. These tiro are to be dceinwl lo 
he separate sentences. 

E^mpkx: 

Conference of OrieJitalififtSi Simln. I SI I. 

T^miU Book Lover's Cotiference. Madinas 1!13!1- 
AU India Library Conference. 1. C^cutU 1&33. 

' Congress oC the Universities of tbe Empire 
S.Chclocd. ISSL 

Nuic dial in the la.st iwo exino]ilcs the iiumbci ut 
the conference is iiiteriwiaicd :ts u separate 
sentence ticiween the naiiie fit the confe- 
renre am! the namr nt the plate. Sudl a 
practice it jitescTitK**! in respect o| ronfe* 
rentes lehich are jieriodically held- 

125 PSElJOO>r!iJI 

r2fi If the tide.p.Tgc gives only a Pieutlonyiit in the 
place of the aumor s name, the Pseudonym is 
to he iiwd as the Heading attri ri is f'f ite fol- 
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by the d<;scripiiive wold 'Psciid\ writien 
aSi a sepsirate ^r.tencc- 

lAbtH^ Pjptfwei. 

Author of 'Txilus"- Pseud, 

X.Y.Z. Pseud, 

Vdbl ii llie iiUtipugt: gives dw It^al Jiamv of lilt 
auLhoi' n]^ III 11 HubordinalL^I iiminnerj it is 
to Imt ;id<l<?d in dreukr biiickeLs alter tlie 

^IcstCiiptive u'did Tlic real ttumc 

of the ;niilior h in be prec^Icil by ihi* ^yiubul 

I** I 

I, e. 

£xfltTip/ea: 

Twain (MnikL Pseud, li. e. Samuel Laiighurne 
Ckmensl 


lit! C 0 IJ 4 ABQEAXQR 

I2(i 11 Jigm; «r tlie'nilC!. Ibrmina iubHciiv^iunii ut 
Rule 129 is ftpplkahle and it i-ht tiile-pajji.* 
docs ,)10L give Uic tiaiiie of a Pci'soi'al Aiiihor 
cir the tiaiDcs of Joint I^rsonal Authors or in- 
ilirate Corporate Autliorship or give a 
PsL’Udonyni or Pseudonyms in ilie place ot 
the name oi the author, hot contains the name 
of a collaborator, that ntuiic is to be used as 
I he heading and a descriptive nrirtl is to Ik 
additl there:* ltd' indicating the role uf the 
iiersoii. The descripiivt word su added is to 
Ik regarded as a sepaniie sentence. 

I2h| The name chosen lor the Heading is to Ik 
written on the analogy nf Rule 121 and its 
subnlivisions. 

Cxpmnlet r 

t. In the ca&c of the book tvlia»c UUc page reads 

"'Tlu' Oxlorcl Boolo' at Ifnglish pMfite/ ehoset* and 
edited by I Sir AnijiiT QuiUcr-Couch", 
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the Heajtlii:g is to l>e 
QUiller-Coudi (Arthur). E«r. 

Nott tlic ojuisaioii of the honui'i&t dtl« ’Sir’ froju 
the heading. 

2, in the esuie of the liook ^v'hose litte page read*' 
'■Selected RujalaB/ ahort stories/ choEca auri translat¬ 
ed by/ A- E. Chamot'' 

ilie Heading is to lie 
Chamol (A. E,). Tr. 

3. Ill the caw uf the book ivJtoia; title laagc icadi 
“Nineteenth/ century life/ selected by Kathleen 

Tracey” 

the Hcadini* is to be 
Tracey (Kathleen). Comp. 

1-37 I'UtSt* WOBJJ OF TtJli TlXhli 
itoukj occur which do not admit of an> Hc-ailiiig 
oi the types mt’iuioned above for Uic main enny. 
such cases the first word of the title itself is used as 
licutltnK- If tb>t » mi article, the siilisequcnt "ott* 
only Ls usetl for tliis pur|Ki«. Such hooks arc tninmou 
among thf publications in inrlian languages. 

For tixauipk take the liook U'itti the lollwHitig title 

T'roperty diithe* niid rjghu HlsloricnUyt philoso- 
phkally/ and reliBloufily reEPrded/ Essays by 
various writer*/ -.. / MacniUlnii & Co., Ltd.' 
liondon X:3r7 E3 21918 

Tlw: Main Entry lor thw will lie. 

. . ,1,.. . ......... - .. • - »- *. 

X:3j7 E3 

PROPERT)'. first uhord. 

Property, ila duties and riiihts. hisiurirally phdosc- 
jjhienlly and rellgiausly reanrcled etc. 21 SIC 
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13 Title-Portion 

13 rhe tiLitpyrlioii h to tomiM oi unc, two or 
throe pattSi according to the nature oI the itionnation 
contained on the titk-page, giving sinxcsstvely m a 
^tingle paragraph t 

I. The liik; 

‘j*. InJorIllation regarding comnieuiators, editors, 
translators, compilers, revbcij, epitoimwra 
and il important, illustrators ami tvnters i>i 
introduction, prelate, appendixes anti other 
subsidiary parts of the book; and 

3, The editiott- 

Wl The hrst pari of die sentetice is to be a irant 
irintion. transliteration if it is not in Roiiian 
Alphabet, of such relevant ]ioTtioti ol the tide 
as is essential to convey a correct idea of the 
contents. sco].)e and orientation of the book 
and necessary to make the extract read pro¬ 
perly- 

1324 Any other words u^.eu^rjl ^5 in the part con- 
iributing to the title-portion, but omitted, are 
to be represented by three dots if they occur 
at the beginning or in the middle oi tlic sen¬ 
tence and hy the word 'etc.' tf they wcur tjt 
the end. 

14 Series Kote 

141 A Scri» note Is to consist svtccessis'ely of 

li the name of tlie series, omitting the initial ar¬ 
ticle or honorific svord, if any; 

2, a coinnaa; - 

3- the words "ed.by*’ ioUowcd succe^vely by the 
name of the editor or editors of the seri« and 
comma, if the series »<*- editor or editors: 

and 

4. the serial number 
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2 CROSS REFEREXCE ENTRV 

2 \ Cros.^ Riffereno: Entry is to cDiisbi ni the 

fol loving sections tn the order given ^— 

1 tilt Cta^ Nomber of the spcdhi subject hom 
vhich the IxKjk is referred (tending seciton); 

2. tJie directing vord$ *',See 

i- the C;il! Ntiinirei' of die Ixiok; *ii:d 

the Heading d 1 tJic iiouk, li colon, the sliurt 
tide of the book with the initial Jetter in 
citpital^ a fuU !ilt>p and rhapier^ m ul 

reference. 

ifee entries S,5 to 3*7. 

3 rNDEX ENI RY 

31 Class Index Entry 

Bl. The Giass Index Entry tu be given using as 
heading the lemi represented by the last digit 
of each of the significaiu liub of the chain 
representing the class numljier o£ each main 
entry and cross refereme entty. 

Set examplt^ 

32 Book Index Entr.v 

:I2 A lxx>k Itidesi Entry is to coic^ht i>l the I oil ow¬ 
ing sections iu the order given :_ 

L ibe ileadiiig {Leading Section): anti 

Z the Intermediate Itetn anti the Index ituiubei. 

In the second section the two parts are* to f>e deem^ 
cd to be separate sentence. 

See entries 1,4. 1.5.. to 2A, 3,3 and 3.4. 

32 Heahing 

-^21 A boot Indc.x Entr>' is to be given using as 
Heading each of such of the following ^the 
Book admits of : 
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1 the Heading of ihc Main 

not as such, elisibie to be used as the Hew¬ 
ing’of a Class Index EntiTr' approitnate 10 tin. 

Book: 

*> the name ol the Second Author or 
“ tor in case die Heading of the above meniiou- 
ed first kind comists of the names of jo^t 
aulhoiii, or joint collaborators; 
a Utc name of each penon meniior^ in the 
second part of tlte dtle-poruon of the Mam 

Entry; . . . 

1 rhe name of the Series 

dependent Scries Note of the Main Entry, 

1 the title of ihc Ijook. if it is fanciful .. c.. not 

■ descriptive of the siibjeri-malter dealt with m 

ihe^ £.k Provided it is not eligible to he 
S tic Heading of a Class Inde. Entryjippr- 
miaie tcj the Book nr the Heading of the 
Main Euuy h not the Firxt Word of title. 

4 CROSS reference INDEX ENTRV 
I riic Cross Relereiicf Index Entry is to be given 
irt ilic till tor ^ ^rieii 
to the real name ivhen a iiseiuloiiyni is used; 

,0 an alternative na^ when 
r.aUves for the heading chosen by the ota 

loguer. 

65 Arrangemenl of Entries 

We have >ecn dial each entry Ls 
I hc ranis are arranged in trays and 
passing through the lioles near ^ 

irap are biiili up iniu a calmiei. Small ; 

hal^ .1 eabioet having three f^ 4 . 
In tbb arrangement nesv cards can be in«?it^ at a_> 
point without dbturbing or re-WTjtmg any of the al¬ 
ready existing cards. 


1 . 

2. 

a. 


itfj 


^ LIBK ARY 

The ciitrif.% given exanipics in thb hook ^ ot 
i\k'o types, vit., those that have numbers at ibe h>p 
and those that have oaiy worcb. it is evident that 
ihesc two sets cannot he mixed togetlier^ They must 
be smanged in tivo difTerent sequences. The first 
se^^ueiice tvil] be arranged according to the ordinal 
values of their class itambers. Among die entries 
having the same class numlier those that have hook 
numbers lake pithcedeiicc and arc arranged among dicm- 
selves according to the ordinal value of dieir b<H>k 
numl>crs. Tliose that have no txjok numbers in the 
leading sectipn^—the coss reference entries—come 
next and are arranged according to the nFdtnal value 
of the book number in die third line. 

But in ihe alpliabctical pan the arrangfement is 
by the alphabetn This is usually believed to be ai 
simple as A B C but it is not really so. ScottLdi words 
lieginning tvidi *Mac' and its abbreviated forms *Hc' 
and Alp* Irish words bcgilining with *OV words beginn- 
itig with **S£iiat'^ ard its abbreviated forms ‘S*, 'St/ 
and StC' are some of the rommon far tot's of dbtMrbaiice> 
AM bcxiks on cataloguing deal witli U^ese points^ .A 
reference may be made to Chapicr 00 of die Classified 
caiatogne code for difficiihicj met tvith in arranging 
thes^ alphabetical cards^ 


t 











ity courtesy of Muitk(|»a Ci>r|icii:i(mT)^ A limed a bail. 







CHAPTER 7 


Building and Stores 


llie main work rcluiiug to libiitf) builtUnfc 
euaipmcm and stationery and other artidte »t^edcd 
ijr Ubiary use, wUl be looted aliei nonnaUy by ibe 
itrent boJy of the library. Hotvever, the hb^ry 
have some routine connected with liicin. Beiore 
inu up the routine, it may be worth while to say a £cw 
firards about some features which are expected in a 
small library buildinfl. 


71 Building 


1 he diagiam on die next page shows some ol the 
iiecessarv features to be provideil tor a library bmldmg* 
“STS; *auu‘tav« .he «»ck ™u,.»s 

ill prallel lines tvhith arc 6' apuri I*®*" \ 

teituC The stacks themselves will consist i>( unU 
rucks 18 " in width. rhus the gangway 
between two cmisccutive rows of - 

n-. M Uic end of earh gangw ay tonued by iK^t 

racks there should lie a window i broad and b high 
so dial the gangtvay is well Ughted. Ihere sho^d 
be a Raneway down the wall which i$ at least S wide, 
ThU Oneway will protect the book racks Iroiu rain and 
sun Furdici as ar. additional precfluuoti ii us always 
insbted in our tonntr) that die lengthwise wall m 
which ihese stack room trindows ocnir should run 
from east to west. The dmiild lie mui^ proof. 

Either the iiiiveineiu material its^H should be souni^ 
proof or if is loo costly to get such material in Indiar. 
condiiions today, the floor should he covered with 
Mine inalliDg. Coii matting may be cheap enough 
and within the means of many ol our small librmies. 
The oUier details of the building are easily sera* from 
the diagram 
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I SmcU-w*!! ft tjiAjicsjitfl 
SCftH i» titj JO * 


7Z Book-ftach 

The followitp U ikc specificaiion foi' a mill 
rack :— 

The standard ujiil-rack that I have designed lor 
the Madras University Library has two facts. Each 
Face has rwo bays, so that the unit rack s* a four-bayed 

rack_tsw bays on each side* While the height may 

lie 7 ft, in adult libraries, it should not exceed 5 ft. 
in children’s libraries. 

The detailed dimemions ol and s]jeciitcation for 
.tn adult library unit are as follow* 

U External dimenstom 6' 5" x T R’’ k 7', 

12 Three uprights, each 2” x 1* 6’’ x 7*. 

IS Seven sbelf-planks, each S’ x x r, 


r^o 
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Two of ihe ihelf-planks ate to be 
the lop and the other near the 
other five ure to be nioviihle ooa sitp]»rted h J‘>nk * 
fittttnsi. so di.t thev car. adjusted tu au mdr. U. 
may be an HtlvaiUiigf to provide ino spre sh 
each unit. 


2 The book-rack is 10 have 
i, e, the lowest shdf U to he fixed at a " j; 

iron, the Hoot to ladliuttc- cleaning 
,Ke lack aud easy vigilance. I he topnw shelf i* to t« 
liTicd 6 ins, below the top oi the uprights. 


3 I’o prevent die books on die shelvo 11. oixc 
lacc getting uiLxed up with the books on d^ 
iogSrelvc! in the oVr lace, an metal m 

, 4 ti-mesh partition U to seinirate the I 

10 accoinniodaie this trainc that the planU 
„i,Ly U inches broad, thus leaving a gap oI 1 
die centre of die rack. The prtition is to begin 
front a height of fi inches from die lowest shell 

tnd gi right up to die lower side ol the upprniosl 
lixed^diclh The advantage in Irngnmitig it 
a Ucigtii of 6 inches {rotii lUt lowennosi shelf is that 

giantSollos, which are iiiote than a jf. 

made To lie Hat, on the IxiitominosL fixed shelves, ex 
remlinl From oim race u, the odiei- If die partnum o 
of sl«l it should be coated with an anti-roriOTsTe 

paint, 

■i Tlic Iront'cdge ol eadi shelf is to have a 
shaiwd groove cut in it, to hold sliclE-caids. 1! the 
groove is carefully cut the shelf-cards tan 

ir„™ ™d V end, » lit Iwoki aie ne«.«r.lv 

moved in course of time- 


5 The three uprights are bound together by the 
four pairs of fixed Selves. U would l« 
to reinforce this by means of two steel tie^r^s bir-dm^ 
them together, one at a height ol 2i fu &om he ^- 
tosn and the other at a depth ol •-i h- frow e op- 
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To aa:ojjiiijoaiite th<;$e roils h wiay bt nj*ce^ry to 
iniikc the petition in thrw the rods luiiniog bet- 

uwn the frume^ of ilic parts. 

li It ni:iy be eonveniem to spring hliiid-^hol- 
ders to eaiii buy to hold maps. At Icajt mo maps can 
be arroiiuiiodaied m from oI oath biiy. Ihi 
maps are to be nonrtaify in ihn roifed-up j-sositioir 
Whenever necessary, they arc to be pulled out for te- 
ference and tlieii releasied, 

71 rhe teak wood used should Ije wefbseasoned 
and the contractor slioiild make good any f:radi ihai it 
may develop within a yeai' of supply. 

The length ot all the slieH-planks rhouJd^ l>e 
ijuiie accurate, so that they can t>c interchanged with^ 
unt liny reslriction. 

8 lijis unit rack requires about l!i c ft. oi teak- 
wood. It has 81 rnoiiiiig £ 1 . at shelf-space^ it can 
accominoitate^ on an averagtv 730 vohinies. When foil 
of books^ it Will H'eigh about 1 ton. 

73 Opening Routine 

beiore opening the main gate;^ go round the 
building and see if thert; is anything abiionnal. Ask 
the iiightwatdi about Jiis observations in the night. 
Check his work. 5ee il the lock of the main gate h in 
tact and uutampeied w'iUi. I ben, exainme il the 
doors and the windows are in the proper l^oitei! 
ix/sitioii' Then. ask the |^on to o|>en tltein 
and report to you any tiling abnorninl tliat 
he might notice. Ask him to report also all cases of 
broken panels, broken l>ohs, hooks, etc. Then, tcalk 
through ilie different j>arts of the budding in accor¬ 
dance with a systeiuaiii: plan, examining if then? is an^ 
defect anpvherc in the electric insultation. Examine 
also if there h evidence of damage done by rats, bats^ 
^uirrcls and other similar creatures. Examine also 
if there is any sign of white anu anywhere. If 
there had been rain on the preceding day. examine 

t'l 
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DUlLOrtJO AND&TOB,E& 

il ihtie art sisiB ol nSS' snH*H 

“f'X“r 'L.r; if >!> fi-f «'“>™ 

Ihey ■ nrt wortiniT condition. As yov go 

a,« .n ^ Tre al.«,vrf. ™ak<f, 
round, il ‘‘'^r uciclu - pi-o. 

„, ,h. »>"«'“ «i >!.<• 

<BJ .S m*T, lakt Ilic j J JL i, scnil 

iwcejiers and cleantTs do ilicir touujk. 

74 Closing Routine 

E«,™„e il .l»T. » ..", 

of ihe bailding liefoa n i> ^ 

round and close :ind h:v of ths^ 

windows ill a systenmitc ^ \^ j^^vc been 

doors iind windows jnd ex, material 

iccurely Ijoited. Exant mt d ^ . . I l^ave It 

removed. Pm the bait are known 

ibc Liaps in the parb^ nt 'he 'running creatures, 

to be frecpiented by rats^ the bait 

U is our experieiKC that e h..« m 
I ram time to umc and ® ,;,„p in spite oi 

the traps are placed from of the rodents 

,11 .i,.W..ui,y ■;■»■ ';“ > ■« ,.,»». hi. 

arc uncanny enough to thwart aU ms 

traps and tike its trdl loni s desiimed rat-proof, a 

the fans and lights off Luind [n anv part ot ^he 
*a. n»^y . Th.n 

!‘u^“rikTM’’ 4 h '^r^r. 

the main dooi veairelv. PuH n ‘"id ‘ 

i<)3 
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Ijf Aik tilt riiglii watdintyn iiUu to iatisfv hirn- 

ieU that u K iwdptrl) locked. Theti, seal ii un Then 
jntcr Lhc roJiiniii!i relating to dosing, in Ure section's 


Ijf lorkttl 
self 

enter „„„ 

diary. Send iht key and die dj'a'J^ to lhe 
IS to have custody uf the winie during the night. 


75 Stores 

lhc issue ol dit artides U to be regulated anti con¬ 
trolled by a coniUined stw^k and usue register- In die 
case of eaiJi article, die follmving *‘ctjnsuntfi'‘ are to be 
rotetl from cxpcriencj- and suitably changed at inter- 
vai-s in the light of further experience:_ 

1. MaximII111 to ichich llie stock should lie hroiigjit 

up juTiodicalJy—say, onc^ in a year, the 
[leriod lieing determined lor each artidei 

2. l hc miiiiiiiijm liciinv iiiiicli tiie slock should 

mil go, Le, iditji tile stock readies tliat ngute. 
steps should l»c taken ItJi ]T[iienislitnei|[; 

S, The iuniual consuminiunL 

•1. The (|iiaiilutu u* issue. Jt isiii add to con 
yetticjiitvaiid etonuiuy qj liirie, if artido are 
issued tnily in a definite niimber qf tiuaiita 
1 he fitiantum for each article is to lie dtier- 
‘iiiticd according to its jiattire; for example, 
ratakiguc cards are to be issued oiity in 
.iuniit.a of imi. n.e indenting sectimi should 
ask only for !(«> raids nr iimhitiies ni lOO 
rards. ft should not asi for fradioiu of a 
fiuaiituni. llic t]uaiituai for UTitinii pauer 
may be ]tKI sheets; and so otii 

In the light of these figures and in tJie iigljt of die 
frequency of tssue, each article is to be given a certain 
number ol p,sM !» .he !„„„ Sgmtr “ ,h“ 

An IMge. nllo.lc|I lo nil tlir wlirlm »n: rmlAai 
more or less at the same time. 


rif 


Apart horn this'standardisation of Uic iiuamuoj 
iwtte (t ts desirable that the isstic is controlled and 









73 


sumbidiKil Irew. Uic l»i<u «l vieK 

sto-raly »iid >" ‘’1'.“ “ „ the mo>« »’ 

ia the miMlc ol ^vork and n> fU” “ ,imf wH 

cKid liowri. ThtJ IcUowtnR sample tame 

ilhistraic tvhal ^hnuld b« aimed ai.— 

1 , 11 A. Nr. Saturdays rdUng «p imhtn lonit> 

** 2 PM* ^liurduvA supply nl in accotdanci. 

wtih indcnis. 

Tim implies tli:u die sveek’s requi^menu should 
be aiuicipatfd. Ovcrindcmiiig should he avoidt 
mtifh a* IIndcr-indctiling. 

-15 Station'ERV AutiO-KS ^ 

.Wher t‘t:,r„rlthr»S: 

r .d w -“S”- ^ 

*e end d>»pc ir.i»: «d« ol 

i■>■«'“ ■'.‘r, 

S be eaU ^cnrrd. Further. . f 

.tock uill :ilw he RTcatly facihiaicd. llcre 
diile of stationers *^-hkh may he mpured 

Ur.«np twhltei lo 10* 

Straw board. 


Packing IK»P«f rbA. 
Brown cartridge paper 
lb.), 

Bristol boards, 4 sheets 
thick. 

Ledger iKiper 27 " s I'*” 
{tor printiJig)* 
paper t white} 21 Vb. 

27 " X 17 " (lor printing} 


Paper {white) 18 lb* 
27" » 17". 
Siiction paper. 
Manitoldlng pepef. 
Carbon paper* 
Impression paper. 
StercU papet^ 

Black ink. 

Red Ink- 

Rubber stomp ink 
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li^rahv makcai . 


Stamping pal 

(Ali:^iAbcl and 
Arabic numerals). 
Buler. 

i^per weights. 

Drawing pin. 

Tape tag. 

Pin. 

Gem cUp. 

Paper clip Csteei}. 
Drying ho6k. 

Blotting paper. 

Flat Ale boards. 

Hinged file boards. * 
Bouod file books. 

Peixdl (black lead). 
Pemdl (blue lead)« 
Pcncdl (red lead). 

Pencil (phono) required 
for writing call 
numbers alsoi 
Penholder. 
tXibs. 

Ink bottle, 
ink stand. 

Eraser. 

Eraser, ink (black) . 
Eraser, ink (red). 

Stencil ink. 

Punch pUdr 
NecdJe. 

Incli tape, 

Fool*njle ' 

KniTe. 

Scissors. 

Paper cutter, 

□hungry clolb. 

Umbrella, 

Wheat flour* 

Copper sulphate. 

Pbenyle. 


Soap* 

Twine. 

Thread. 

Gum bottle* 

Sealing wax. 

Sponge, 

Deter. 

Calling belt 
Typewriter, 

Typewriler ribbon. 
Typewriter eraser. 
Typewriter olL 
Benzine oEL 

Typewriter metal polfph. 
TypewTiter brusli. 

Long cloth. 

Duplicating machtr^. 
Duplicator ink, 
DupLcator obUterlne. 
Honeo pen. 

Stencil plate. 

Candle stand. 

Electric bulb. 

Lamp black. 

Cycle, with its tools, 
Hubber solution. 

Cycle otL 
Valve tube. 

Fump connection. 

Metal polish. 

Greoseu 
Mulch box. 

Lanlem, 

Kcroscr^e oil. 

Polishing i.vnx 
SAnd paper, 

Tonk's shelf plates and 
other similar flttlngs. 
Nail puller. 

Hammer and other tockj 




i^ND STOKEvS 


764 


It » Jeiirablc tJ«t ihc entire >ini« nl 
ibouW be checked at least aiicc in a 1^”' , ■ 

lime 10 rhcfk ir is just tiefore the vcai s siipp!> re 

ceived. 

7C Prophylactic 
761 FcifGUS 

A group ol onmivoroui fuitgirs ''*T^y 

or moulds is destnittivc ol paper and 
.i-f reccuiniscd by the svliite scars they produce. 1 
;™ws mXnbJ humiduy is above 7U% and 
when it reaches 90% and the 

770 F and 100 '> F. \'cnu!auon tonuo 5 . 

some estenl, t » provide for aeration, books mt^t be 
SoSdy arranged on shelves, in tviiucr. steel shelve 
cause ^iocal lo«erii.g ol leitijiemUiTe prodnemg nea 
ilw books pockets of luore huiiiid air, 

762 BOOK-WOKM 

Book-worm is the popular name loi the lai^a ol 
beetles. U ears paper ainl leaves its eg^ ^ J! ^ 

face ot binding or on the edges ot 

cats its way into the interior ol the book and icathcs 
ihe surface :ig;iln wlimi ready fni chnsaljs ua^ U 
has about five iHe-tydc-s in u year. Its dama^ u ■ 
cognised by the pifiholts and itinliclv across die leaves 

(if books. 

7(J3 SlLVER-VlSH 

Silver-lnh has giisiming silver-grey scale's on die 
liodv, long aiuenncJi on the head and lilameTits _ 
hind-end. It is less ihaii half an inch m lengili. It hidw 
away all day and feeds on binding, starch and f>apei at 
night and in darkness. 

764 WniTE Akt 

White ants are perhaps the most dreadful desuo- 
yer in libraries in rroplri. Thev live mostly on cellu- 





UfeRAEV MANUAL 

loM anti fPi>er and board tiiade oL ib it die sub¬ 
terranean species tliat sire most destructive in Libraries. 
/Vs they have si reserve of tinceii anUp it is difTicali lo 
eradicate them. Like silver-fish while aoi also ahuiu 

right. 

7(15 pHLVKNTJVe MlL^StlHES 

When die boililiiig ts creciietl llie earth in the 
siic shotilil lie dug up and cleared ol nests of i^neeii 
ants. The soil of the foundation trenches may be 
soaked uith a 20^1 solution of i-iuc chloride or copp^^r 
sulphate. The supcistruciurc should be isolated from 
foundation by a dximp-proof course of concrete slate 
or asphaJn !)tcine or burnt brick and hme-ututtar <>»■ 
lenient alone should Ixr u^ed in construction. Flooni 
should not Iiave aacks or joints, MonotiLhic concrete 
should be preferred p The scttknietu joints and ihc 
juncLion of ihc lloor ivith wnlb should be grouted witii 
cement or plastic coal lar^ Thi?i diould l>c repealed 
svhenever rrack.s develop. Another preventive against 
white ant< it to treat joints and cxacks and crevices with 
solution ijf 1 pan corrosive sublimate and 10 pans 
methylated spirit. All woixl-wurk sliould be of teak pro 
perly trcaietk for which advice may be taken from the 
FofKi Research Institute at Dchra Dun. The stack^rooin 
may be air-conditianed. Hut tins will not be within 
ihe reach of our small libraries^ fjie nei^t best is to 
provide for adequate ventilation^ sunlighi and dryness. 
Xapthaline bars, lime, mergosa leak and tobaccthleaf 
have pievTfUive effect. Biirkeis of coal mav keep 
hiimkiity iindrr control* 

ybh llANni^'o or hooKi^ 

Oj>en access is the best prcvcnlton again sl all 
ih^- aboiT mentioiici;l ills. In regicins into which readers 
go often, the books arc constantly handled and in^ 
juriDiis organisms do not find harbuiir. in regions 
^vhich can tain books rioi much in use, btioks must 
be frccjuently lakeii out, cleaned, aired and exposed 
to suiidight. Bfark colniir should be avoided in the. 
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covering matcriak of the binding. Rtd colour has 
proved to attrari iiwetts least. 

77 Fornts and Registers 

emu Indent Mip. Stendl. U-dgpi pa^r, 

White. The cohmm headings are m be =“ loJiows. 

Article (3 tnebes); Quantity on hand (14 inch); Qtiat^ 
tity required tachVi Remarks. 

"I’hc rest aliovc the toltitiin headings is to be.— 

Ko. and name of the section: tnitial oI the head of -.ihe 
section: date; L‘s sanction and initials. 

C9U7^. Monthly suitplics indent slip. Stennl. 

Ledpfi' paper, Wliite. > 

The row headings ate to^bc 
Month. 

Article, 

successive names ot persona or Bcctions. 


Total. 


L's sanction and initials. 


19975. Indent tonsoUdaliug 
l.tdKCl poper. Wltiic. f lic loltimn 
lx* as follows:— 

No. o( form or article (I ineb); 
each of the different indenting eertioos, 
a Inch for each of these cdumnsl. 


form. Stencil, 
heading to 


The iiumbcTB of 

and lastly* total 


S 997 . 
!>[». 21 


Stock and issue i«gis«r* Printed, 
lb. jirintiitR papet Bound book. 


1.(1 point 
St) lines. 


The toltimn headings arc to Iw as follows; 

Date (I inch>: From whom received or to whom i*n.od 
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(2 inches); Receipts (1 inch}; lanje (1 inch); Balance 
(I inch); InitiaHs or receiver iaeli): Rem*rJ«, 

7S Files 




Class No. 


FiUsK 

chaT&£tcrutk 


IndeEt 


FofUkA 

Dlitribiitjg]] 


99^2 (Li^t ot the vrijr 

wbich the ittdtQt 

reUtci Cpritspoadcnt 

997^ ol thi! form] + * do 

9^6 [ '‘ 0. o^F eltido} «« do 


SemetioDed indents 9977 . ■ 

Stock vtrificflfioii (Uitt df^lt of the year to 

fvtiicb the verification 

tefcis) Correspoadctit 


‘['lit? hies may be iransfcired to tlic record sequ¬ 
ence ill the end oF five t'ears 3Tid destroyed after three 
vKirs, 


300 












CHAPTER 8 

Conversion Table and Glossary 

»l Convcrsiott Tablv 


t 


^islito use MjSp?Jqu^-a\e^ s>Tubolstd rejireseut tj 

^ the fcOPv?r«on table is 

:iftss. To facilitate th^, ft a pevaiio^l 

Lo convert a Class Kurnber from letter in any ftheJ 

.dpt. tS -hichIoc. -J 

iLLagnage wt I , be supplemented by tettcis frod. 

have eqftivaleate for all. anftsvara'is used te 

tie Gnuitba script. Ro^ licript. We wouk 

represent "JJ! nnmeral may be retained wit^ 

reconunend that the Ara However, we do not W13^ 

Peva.ug»H 

!^in'ratoS th« Hiiii fJitio” "< I 


^ A 1* ? 

rx B b ^ 

^ C c 5 

^ D d 

rr E € q 

q E / ^ 

^ 0 g 

s H ft ?i 

^ I i ^ 

w J i 1 

z K k ^ 
z h I 

if M f» 


*j K « ^ 

^ O o ^ 

ii p 
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Tbisglos^ry gives Saaakxit eqmvaktits oi Library-tenus 
to facilttate the fomuitioR of cognate terms in the 
several Indian Langnagcs and the rendering of thb 
book into those languages. 
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